
[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],  

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

voluntary transfer to the [Target Position/Department] at 

[Location/Branch Name]. I believe that this opportunity aligns well with 

my professional goals and skills. 

Having worked in my current position as [Your Current Position] for 

[Duration], I have gained valuable experience in [mention relevant skills 

or responsibilities]. I am particularly interested in the [Target 

Position/Department] because [briefly explain your reasons for the 

transfer]. 

I am confident that my skills in [specific skills/experiences] will 

contribute positively to the [Target Department/Position]. I am excited 

about the possibility of taking on new challenges and contributing to 

[Company Name] in a different capacity. 

I would appreciate the opportunity to discuss this request further at 

your convenience. Thank you for considering my application for transfer. 

Sincerely,  

[Your Name]  

[Your Current Job Title]  

[Your Employee ID (if applicable)]  

[Department] 


