
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Manager's Name]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Manager's Name],  

Subject: Request for Cross-Functional Transfer  

I hope this message finds you well. I am writing to formally express my 

interest in a cross-functional transfer to [Target Department/Team] 

within [Company Name]. I believe that this transition will not only align 

with my career goals but also add value to the team.  

Having worked in [Current Department/Role] for [Duration] and gained 

valuable experience in [Relevant Skills/Projects], I am eager to apply my 

skills in [Target Department/Role] where I can contribute to [Specific 

Goals/Projects].  

I am particularly drawn to this opportunity because [Reason for Interest 

in Target Role/Department]. I am confident that my background in [Mention 

Relevant Experience or Skills] would enable me to make a meaningful 

impact.  

I would appreciate the opportunity to discuss this transfer further and 

explore how I can best contribute to the [Target Team]. Thank you for 

considering my request.  

Sincerely,  

[Your Name]  

[Your Job Title] 


