Present School’s Name:

Address:

Dear Sir/Madam,

My name is Lily Smith. I am one of your students at ​___________ (school’s name). I would like to inform you about my personal desire to transfer to another school. I have thoroughly enjoyed my time here but since my family is moving to a different city, my parents and I have decided to transfer to another school that is nearest to our new home. I would sincerely appreciate the feedback from you regarding this matter and I am willing to accept the requirements that are needed for the formalization of the whole process. Hoping you would consider my request.

Thanks

Yours truly,

Lily Smith

Student ID No: 12345678

