Title
name
xxxx@bournemouth.ac.uk 

Direct line +44 (0) 1202 96xxxx
Ref:

Date:

«Title» «Forename» «Surname»
«Home_Address»
«Home_Postcode»
Dear «Forename»,

Transfer Request
I understand that you have requested an internal transfer of your studies from one BU programme to another.

You should be aware that should the transfer request be approved, the assessment records of those units which will be recognised in the new programme will be transferred into the receiving programme. This will include the transfer of your mark profile and any penalties associated with relevant reassessments and/or repeat units. 
The following units and/or marks involved in the transfer between programmes, as follows […] will contribute towards the final classification of the award on the receiving programme and you will only be eligible for the award you transfer to subject to successful completion of that programme of study.
Where additional credits have already been accumulated but cannot be transferred across, these will be awarded to you.
Please do not hesitate to contact me if you have any queries

Yours sincerely,

Programme Leader/Programme Administrator
