Letter To Principal For Transfer Certificate

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Principal's Name]

[School Name]

[School Address]

[City, State, ZIP Code]

Subject: Request for Transfer Certificate

Dear [Principal's Name],

| hope this letter finds you in good health. | am writing to formally request a Transfer Certificate for
my child, [Child's Full Name], who is currently enrolled in [Grade/Class] at [School Name]. Due to
unforeseen circumstances, we are compelled to relocate to [New City/Location] by [Desired Transfer
Date], and as a result, we must seek a transfer for our child to a school in the new vicinity.

We have greatly appreciated the academic and extracurricular opportunities that [School Name] has
provided for our child during their time here. The nurturing environment, dedicated teaching staff,
and various educational activities have contributed to their growth and development. We are
thankful for the positive experiences and memories our child has gained at this esteemed institution.
In light of our impending move, we kindly request your assistance in expediting the process of
issuing the Transfer Certificate for [Child's Full Name]. We understand that there might be certain
administrative procedures and clearances that need to be completed before the transfer can be
finalized. We are prepared to fulfill any necessary requirements promptly to ensure a seamless

transition for our child.



Enclosed with this letter, please find the completed Transfer Certificate Request Form, as well as
any additional documents or fees that are required to facilitate the process. We kindly request you to
consider our situation and process the transfer certificate as soon as possible, allowing us enough
time to complete the transfer and enroll our child in the new school before the start of the upcoming
academic year.

We are grateful for your understanding and assistance during this transitional period. If there are
any specific procedures or steps we need to follow to facilitate the transfer process, please do not
hesitate to inform us. We look forward to your prompt response and cooperation in this matter.
Thank you for your attention to this request. We extend our heartfelt appreciation for the quality
education and care that [School Name] has provided to our child.

Sincerely,

[Your Full Name]

[Parent/Guardian Signature]

Enclosures:

1. Transfer Certificate Request Form

2. Additional Required Documents (if any)

3. Transfer Certificate Processing Fee (if applicable)



