
Intra-Organizational Transfer Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Department: [Your Current Department] 

Subject: Request for Intra-Organizational Transfer 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request a transfer from my current 

position in the [Your Current Department] to the [Desired Department] within our organization. I 

believe this transfer aligns with my career development goals and will allow me to contribute 

further to the company. 

In my current role, I have gained valuable experience and skills, particularly in [mention relevant 

skills/experiences]. I am excited about the opportunity to apply these capabilities in [Desired 

Department] and further develop my expertise in [specific area]. 

I would appreciate your support in this matter and am happy to discuss it at your earliest 

convenience. Thank you for considering my request. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


