Internal Transfer Request

Date: [Insert Date]

To: [Manager's Name]

From: [Your Name]

Subject: Request for Internal Transfer

Dear [Manager's Name],

| hope this message finds you well. I am writing to formally request an internal transfer from my
current position as [Your Current Job Title] in the [Current Department] to the [Desired
Department/Position].

Over the past [duration in current position], | have greatly enjoyed my role and have learned a
significant amount. However, | believe that a transfer to [Desired Position/Department] would
align better with my career goals and enhance my job satisfaction, allowing me to contribute
more effectively to our organization.

In my current position, | have developed skills in [list relevant skills], and | am eager to apply
these skills in [Desired Department/Position]. | am confident that this move will not only benefit

my personal and professional growth but also contribute positively to our team dynamics.

| would appreciate the opportunity to discuss this request further and explore how | can make a
smooth transition. Thank you for considering my request. | look forward to your response.

Best regards,
[Your Name]
[Your Job Title]

[Your Contact Information]



