
[Your Name]  

[Your Position/Title]  

[District Education Office]  

[District Education Office Address]  

[City, Postal Code]  

[Date] 

 

To Whom It May Concern: 

Confidential Letter: Transfer Recommendation for [Teacher's Name] 

Dear Sir/Madam, 

I hope this letter finds you well. I am writing this letter to you as the District Director of Education 

for [District Name]. The purpose of this letter is to provide a confidential recommendation for the 

transfer of Mr Oduro Boateng from our district. 

I have had the opportunity to closely observe and evaluate Mr Oduro Boateng's performance and 

conduct during his tenure as a teacher in our district. Based on my assessment, it is important to 

bring the following information to your attention as you consider his transfer request. 

Mr Boateng has demonstrated exceptional dedication to his profession and a strong commitment 

to students' academic growth and welfare. His teaching methods and classroom management skills 

have consistently yielded positive outcomes, as evidenced by notable student performance and 

engagement improvements. Moreover, Mr Oduro Boateng actively seeks professional 

development opportunities and continuously incorporates innovative teaching strategies to 

enhance the learning experience for his students. 

Furthermore, Mr Oduro Boateng possesses excellent interpersonal skills, maintaining a 

harmonious and respectful relationship with colleagues and students. He is highly regarded for his 

ability to collaborate effectively within a team and contribute to a positive and supportive school 

environment.  

It is important to note that Mr Oduro Boateng consistently upholds our education system's values 

and ethical standards. He has demonstrated professionalism, integrity, and a strong sense of 

responsibility in interactions with students, parents, and fellow educators. His commitment to 

maintaining confidentiality and adhering to professional codes of conduct has been exemplary 

throughout his tenure. 



Considering the traits above and the significant contributions Mr Oduro Boateng has made to our 

district, I wholeheartedly recommend his transfer to you. His skills, dedication, and positive 

attitude will be valuable assets to the new district, fostering an environment conducive to academic 

excellence and holistic student development. 

Please treat this recommendation with the utmost confidentiality and ensure that the necessary 

arrangements are made to facilitate the transfer process by the applicable guidelines and 

procedures. 

Thank you for your attention to this matter, and do not hesitate to contact me if you require any 

additional information or further discussion. 

Yours sincerely, 

[Your Name]  

[Your Position/Title]  

[District Education Office] 

 


