
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I am writing to formally request a transfer of my XKW account from 

[Current Location/Department] to [New Location/Department]. My account 

number is [Your Account Number].  

I believe that this transfer will [briefly explain reason for the 

transfer, e.g., "better align with my current role and future goals" or 

"provide me with new opportunities for growth"].  

I would appreciate your assistance in facilitating this transfer and any 

guidance you can provide regarding the necessary next steps. If you 

require any further information, please do not hesitate to contact me.  

Thank you for considering my request. I look forward to your response.  

Sincerely,  

[Your Name]  

[Your Job Title, if applicable]  

[Your Department, if applicable] 


