Transfer Request for Career Advancement

Date: [Insert Date]

To,

[Manager's Name]

[Company's Name]

[Company's Address]

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request a transfer to the [desired
position or department] within [Company's Name] for the purpose of furthering my career
advancement.

Having served as [Your Current Position] for [duration of time], | have gained invaluable
experience and developed essential skills that | believe will benefit the [desired
position/department]. | am excited about the possibility of taking on new challenges and

contributing to [Company's Name] in a more impactful way.

Thank you for considering my request. 1 am looking forward to discussing this opportunity
further.

Sincerely,
[Your Name]
[Your Current Position]

[Your Contact Information]



