Official request for transfer
Subject: Request for Transfer Certificate / School Leaving Certificate

Respected Sir/Madam,

| am writing to request the issuance of a Transfer Certificate along with the School Leaving
Certificate for [Student Name], studying in [Class/Grade]. This is required for admission in the new
school.

Your prompt assistance in issuing these documents will be greatly appreciated.

Sincerely,

[Parent/Student Name]
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