
Internal Transfer Request for Skill 

Development 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Department: [Your Current Department] 

Subject: Request for Internal Transfer 

Dear [Manager's Name], 

I am writing to formally request an internal transfer to the [Target Department/Position] in order 

to further develop my skills and contribute more effectively to our organization. I believe that 

this opportunity aligns with my career goals and the needs of the company. 

Throughout my time in [Current Department], I have gained valuable experience in [List 

Relevant Skills/Experience]. However, I am eager to enhance my abilities in [Target Skills/Area] 

that the [Target Department] specializes in. 

I am committed to ensuring a smooth transition and will make every effort to hand over my 

responsibilities effectively. I am confident that this move will be beneficial not only for my 

professional growth but also for the company as I will be able to bring new insights and skills to 

the team. 

Thank you for considering my request. I would appreciate the opportunity to discuss this further 

at your convenience. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


