
Letter For Transfer Certificate

Subject: Request for Transfer Certificate

Dear [Principal's Name],

I hope this letter finds you in good health and high spirits. I am writing to formally request a Transfer

Certificate for my [son/daughter], [Child's Name], who is currently studying in [Grade/Class] at your

esteemed institution.

Due to unforeseen circumstances, our family will be relocating to another city [or mention the reason

for the transfer]. As a result, it is necessary for [Child's Name] to continue their education at a

different school in the new location. In order to facilitate this transition, we kindly request the

issuance of a Transfer Certificate.

I would like to express my sincere gratitude to the faculty and staff of [School Name] for the

excellent education and nurturing environment that you have provided to [Child's Name] during their

time here. The commitment and dedication of the teachers have greatly contributed to their overall

development, and we are truly thankful for that.

I understand that there might be certain procedures or paperwork involved in obtaining the Transfer

Certificate. Please let me know if there are any specific forms or documents that need to be

completed from my end. I am more than willing to cooperate and complete any necessary formalities

to ensure a smooth transition for my child.

Furthermore, I kindly request that the Transfer Certificate includes the following details:

1. Student's full name

2. Date of birth

3. Grade/Class in which the student was enrolled

4. Dates of attendance at your institution

5. Any academic achievements or awards received during their tenure

6. No objection certificate, if applicable

Please provide the Transfer Certificate at your earliest convenience, as we need to complete the



admission process at the new school before the start of the upcoming academic session. It would be

greatly appreciated if you could expedite the process to avoid any inconvenience.

I would like to express my heartfelt thanks to the entire staff of [School Name] for their support and

cooperation throughout [Child's Name]'s academic journey. The experiences gained here will

undoubtedly have a lasting impact on their future endeavors.

Thank you for your attention to this matter, and I look forward to a positive response. Please do not

hesitate to contact me if any further information or clarification is required.

Yours sincerely,

[Your Name]


