
Internal Transfer Request 

Date: [Insert Date] 

To: [Manager's Name] 

Department: [Current Department] 

From: [Your Name] 

Position: [Your Current Position] 

Subject: Internal Transfer Request 

Dear [Manager's Name], 

I am writing to formally request an internal transfer from my current position in the [Current 

Department] to the [Desired Department] as a [Desired Position]. I believe that this move aligns 

with my career goals and will allow me to utilize my skills in a more effective manner. 

During my time in the current role, I have grown professionally and developed a variety of skills 

that I am eager to apply in [Desired Department]. I am particularly interested in [specific 

projects, goals, or responsibilities in the desired position] and I believe I can contribute positively 

to the team. 

I appreciate your consideration of my request and look forward to discussing this opportunity 

further. 

Thank you for your time and support. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


