
Transfer Proposal Letter 

Date: [Insert Date] 

To: [Manager's Name] 

[Manager's Title] 

[Department/Division Name] 

[Company Name] 

Dear [Manager's Name], 

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

position in [Current Division/Department] to [Target Division/Department]. I believe this 

transition would be mutually beneficial for both my career progression and the goals of our 

organization. 

Having spent [Duration] in my current role as [Your Current Job Title], I have developed a 

strong skill set that I believe aligns well with the responsibilities of the [Target Job Title] 

position in [Target Division/Department]. My experience with [mention relevant skills or 

experiences] has prepared me to contribute effectively to the team and support the division's 

objectives. 

I am excited about the opportunity to work in a different capacity and would appreciate your 

support in this matter. I am available to discuss this proposal further at your convenience, and I 

am open to any recommendations you might have regarding the transition. 

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

Sincerely, 

[Your Name] 

[Your Current Job Title] 

[Your Contact Information] 


