
Formal Notice of Grade Level Transition 

Date: [Insert Date] 

To: [Parent/Guardian's Name] 

Address: [Parent/Guardian's Address] 

Dear [Parent/Guardian's Name], 

We are writing to formally inform you that [Student's Name], currently enrolled in [Current 

Grade Level], will be transitioning to [Next Grade Level] for the [Upcoming School Year/Term]. 

This decision is based on [brief explanation of criteria for transition, e.g., academic performance, 

readiness assessments]. 

The transition will take effect on [Start Date of Next Grade Level]. Our faculty will ensure a 

smooth and supportive transition process for [Student's Name]. 

If you have any questions or require further assistance, please do not hesitate to contact us at 

[School's Phone Number] or [School's Email Address]. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[School Name] 

[School Address] 


