
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company's Name]  

[Company's Address]  

[City, State, Zip Code]  

Dear [Manager's Name],  

I hope this message finds you well. I am writing to formally request a 

transfer from my current position in the [Current Department Name] to the 

[Desired Department Name]. After careful consideration, I believe that 

this change aligns better with my career goals and skills.  

My experience in [briefly describe relevant experience or skills] has 

prepared me for the challenges and opportunities within the [Desired 

Department]. I am excited about the prospect of contributing to the team 

and further developing my skills in this new area.  

I would appreciate the opportunity to discuss this request further and 

explore any available openings in the [Desired Department]. Thank you for 

considering my request. I look forward to your response.  

Sincerely,  

[Your Name]  

[Your Job Title] 


