Request for Departmental Reassignment

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Manager's Name]

[Company's Name]

[Company's Address]

[City, State, Zip Code]

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request a reassignment to [specific
department] within [Company's Name]. After careful consideration and reflection on my career
goals and interests, | believe that this move will better align my skills and aspirations with the
organization's objectives.

During my time in [current department], | have gained valuable experience in [mention relevant
skills or experiences]. However, | am particularly interested in [specific aspects of the new
department], which I believe would allow me to further develop my professional skills and

contribute more effectively to our team.

| am confident that my [mention any relevant skills or qualifications] would be an asset to
[specific department]. | am eager to bring my expertise and enthusiasm to this new role.

Thank you for considering my request. I am looking forward to the possibility of discussing this
matter further.

Sincerely,

[Your Name]



