
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I hope this message finds you well.  

I am writing to formally request a transfer from my current position as 

[Your Current Position] in the [Current Department] to [Desired Position] 

in the [Desired Department] at [Company/Organization Name]. This decision 

comes after careful consideration of my career goals and personal 

aspirations.  

During my time in the [Current Department], I have had the opportunity to 

[mention any specific achievements or contributions]. I believe that 

transferring to [Desired Department] will allow me to [explain how the 

transfer aligns with your career goals or how it benefits the company].  

I am enthusiastic about the possibility of bringing my skills in [mention 

relevant skills or experiences] to [Desired Department]. I am confident 

that my background in [Your Field/Area of Expertise] will enable me to 

make a positive impact.  

I would appreciate the opportunity to discuss this request further and 

explore the potential for my transfer. Thank you for considering my 

request. I look forward to your positive response.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


