
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Urgent Transfer Request  

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

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

the [Department Name] to [Desired Position/Department] due to [briefly 

state the reason, such as personal circumstances, health issues, etc.].  

It is critical for my [mention any specific needs, e.g., health, family 

obligations, etc.], and I believe that transitioning to [Desired 

Position/Department] will facilitate a more effective work environment 

for both myself and the team.  

I acknowledge the challenges that may come with this request and am 

willing to assist in ensuring a smooth transition. I appreciate your 

understanding and support in this matter.  

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

response.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Job Title] 


