
[Your Name]  

[Your Job Title]  

[Your Department]  

[Your Company]  

[Date]  

[Manager's Name]  

[Manager's Job Title]  

[Company]  

Dear [Manager's Name],  

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

internal transfer to [Target Department/Position] within [Company].  

Having been with [Current Department/Position] for [duration], I have 

gained valuable experience and insights that I believe will contribute 

positively to the [Target Department/Position]. My motivation for this 

transfer stems from [brief reason: e.g., a desire for new challenges, 

alignment with career goals, interest in the new department's projects, 

etc.].  

I am particularly excited about [specific aspect of the target 

position/department] and how my skills in [mention relevant skills or 

experiences] can support the team's objectives.  

I would greatly appreciate the opportunity to discuss this request 

further and explore how I can continue to contribute to [Company] in a 

new capacity. Thank you for considering my application.  

Sincerely,  

[Your Name]  

[Your Contact Information] 


