
Request for Department Transfer 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Title] 

[University Name] 

[Department Name] 

[University Address] 

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] within [University Name]. My name is 

[Your Name], and I am currently enrolled in [Your Current Program] with the student ID [Your 

Student ID]. 

The reason for my request stems from my desire to enhance my skills in [specific skills or 

subjects related to the desired department]. I believe that transferring to the [Desired Department 

Name] will provide me with the opportunity to acquire the necessary skills and knowledge to 

advance my academic and professional goals. 

I have thoroughly researched the [Desired Department Name] and am particularly interested in 

[mention any specific courses, faculty, or opportunities that interest you]. I am confident that this 

transfer would significantly contribute to my learning experience and future career prospects. 

I kindly request your consideration of my application. Please let me know if there is any 

information or documentation you need from my side to facilitate this process. 

Thank you very much for your attention to my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 

[Your Program and Year] 


