
Request for University Program Transfer 

[Your Name] 

[Your Address] [City, State, Zip Code] [Email Address] [Phone Number] 

[Date] 

[Recipient's Name] [University Name] [Department/Office] [University Address] [City, State, 

Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request a transfer from my current program, [Current Program Name], 

to [Desired Program Name] at [University Name]. My student ID is [Student ID]. After careful 

consideration, I believe that the [Desired Program Name] aligns more closely with my academic 

interests and career goals. 

Since enrolling at [University Name], I have greatly appreciated the quality of education and the 

supportive faculty. However, I have realized that my passion lies in [briefly explain your reasons 

for the transfer, e.g., different career aspirations or field of study]. I am confident that the 

[Desired Program Name] will provide me with the necessary skills and knowledge to succeed in 

my chosen field. 

I have met the prerequisites for the [Desired Program Name], and I am eager to contribute 

positively to the department. I kindly ask for your consideration of my request and would 

appreciate any guidance on the necessary steps to facilitate this transfer. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] [Student ID] 


