Departmental Transfer Request

Date: [Insert Date]

[Your Name]

[Your Address]

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

[Recipient Name]
[Department Chair/Registrar]
[University Name]
[University Address]

[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally request a transfer from the [Current Department Name] to the [Desired
Department Name] at [University Name]. After careful consideration of my academic and career
goals, | believe that a transition to [Desired Department Name] will significantly enhance my
opportunities for professional growth and align better with my aspirations.

During my time in the [Current Department Name], | have developed valuable skills and
knowledge. However, | am particularly drawn to the innovative curriculum and research
opportunities offered by the [Desired Department Name], which I believe will provide me with
the necessary tools to excel in my field.

| am eager to contribute to the [Desired Department Name] through my enthusiasm and
dedication, and | am confident that this transfer will not only benefit my personal growth but also
contribute positively to the department.

Thank you for considering my request. I am looking forward to your positive response and am
happy to provide any further information needed.

Sincerely,
[Your Name]
[Your Student 1D]



