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 to the
[Target Team/Department Name], as | believe this move will better align my skills and
professional goals with the current needs of the team.

Over the past [duration], | have appreciated the opportunities for growth and learning within
[Current Team/Department Name]. However, after careful consideration, | feel that my
experience in [specific skills or projects] would be more effectively utilized within [Target
Team/Department Name]. | am excited about the prospect of contributing to [mention specific
projects, goals, or objectives of the Target Team].

| am committed to ensuring a smooth transition and will work to complete my current projects
and responsibilities to the best of my ability. I would greatly appreciate your support and
guidance throughout this process.

Thank you for considering my request. | am looking forward to discussing this with you further
and exploring how I can best contribute to [Target Team/Department Name].

Best regards,
[Your Name]

[Your Job Title]
[Your Contact Information]



