
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[HR Manager's Name]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [HR 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/Location] to the [Desired Department/Location], 

effective [Desired Transfer Date, if applicable].  

I have enjoyed my time at [Company Name] and have gained valuable 

experience in my current role. However, I believe that a transfer to 

[Desired Department/Location] would allow me to further my career and 

contribute more effectively to the organization.  

I am confident that my skills in [Mention Relevant Skills or Experience] 

will be an asset in this new role. I am eager to take on new challenges 

and continue to grow within the company.  

Thank you for considering my request. I am happy to discuss this further 

and provide any additional information you may need.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Employee ID (if applicable)] 


