
University Departmental Transfer Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

To, 

[Recipient's Name] 

[Department Head's Position] 

[Department Name] 

[University Name] 

[University Address] 

Dear [Recipient's Name], 

I am writing to formally request a transfer from the [Current Department Name] to the [Desired 

Department Name] due to personal circumstances that require my attention. 

As a dedicated student, I believe that this transfer will not only accommodate my current 

situation but also enhance my academic experience and contribute positively to my personal 

growth. 

I would greatly appreciate your consideration of my request. I am willing to discuss this matter at 

your earliest convenience and provide any additional information if necessary. 

Thank you for your attention to this matter. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Student ID] 


