
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

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

transfer from my current position as [Your Current Position] in [Current 

Department] to [Desired Position] in [Desired Department].  

I have greatly enjoyed my time at [Company Name] and appreciate the 

opportunities for professional growth and development it has provided me. 

However, I believe that in transitioning to [Desired Position], I can 

better utilize my skills and contribute more effectively to the company's 

goals. 

My experience in [Briefly mention relevant experience or skills related 

to the desired position] has equipped me with [specific skills or 

knowledge] that I believe will be valuable in the new role. I am 

enthusiastic about the possibility of bringing my expertise to [Desired 

Department/Team] and am keen to continue my career with [Company Name] in 

this new capacity. 

I would appreciate the opportunity to discuss my transfer request in more 

detail and explore how I can contribute to the [Desired Department/Team]. 

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

response. 

Warm regards,  

[Your Name]  

[Your Current Job Title] 


