Internal Transfer Request for Career
Advancement

Date: [Insert Date]

To: [Manager's Name]

From: [Your Name]

Department: [Your Current Department]

Dear [Manager's Name],

| hope this message finds you well. | am writing to formally request an internal transfer to the
[Target Department/Position] within our organization. | believe that this opportunity will allow
me to utilize my skills and experience more effectively while also contributing to the team's
goals.

Over the past [duration] in my current role as [Your Current Position], | have developed
[mention any relevant skills or experiences]. | feel that moving to [Target Department/Position]
aligns closely with my career aspirations and provides a chance for further professional growth.
| am confident that my background in [specific skills or projects] will enable me to make a
positive impact on the [Target Department] team. | am excited about the potential to deepen my

contributions to [Company Name] and explore new challenges.

| would appreciate an opportunity to discuss this further and explore the possibility of my
transfer. Thank you for considering my request. | look forward to your positive response.

Sincerely,

[Your Name]
[Your Contact Information]



