
[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 as [Your Current Job Title] in the 

[Current Department] to the [Desired Department] within [Company's Name].  

I have thoroughly enjoyed my time in [Current Department] and believe 

that my skills and experience would be a valuable addition to the team in 

[Desired Department]. I am particularly interested in [specific reasons 

for the transfer, e.g., new challenges, professional growth 

opportunities].  

I am confident that this transition will not only aid in my professional 

development but also contribute to the ongoing success of our 

organization. I am more than willing to assist in any way during the 

transition process to ensure a smooth handover of my current 

responsibilities.  

Thank you for considering my request. I am looking forward to discussing 

this opportunity further.  

Sincerely,  

[Your Name]  

[Your Job Title] 


