Departmental Transfer Request

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

To,

[Recipient's Name]

[Department Head's Title]

[University Name]

[Department Name]

[University Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request a transfer from the [Current
Department Name] to the [Desired Department Name] due to unforeseen financial circumstances
that have arisen during my time at the university.

As a current student in the [Current Program Name], | have greatly appreciated the opportunities
for academic growth and personal development offered by the university. However, due to
[briefly explain financial considerations, e.g., increased tuition costs, personal financial
hardships], I find it necessary to transition to [Desired Department Name], which would be more
aligned with my financial and academic goals.

| believe that my skills and interests align well with the [Desired Department Name], and | am

eager to contribute positively to the department while ensuring that | can manage my financial
responsibilities effectively.



| kindly ask for your support and understanding regarding this request. I am willing to discuss
this matter further and provide any necessary documentation to assist in the transfer process.

Thank you for considering my request. | look forward to your favorable response.
Sincerely,
[Your Name]

[Your Student 1D]



