
Request for Cross-Functional Transfer 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Request for Cross-Functional Transfer to [Project Name] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request a cross-functional transfer to 

participate in the [Project Name] team. I believe my skills in [Your Skills/Experience] would be 

an asset to the project's objectives. 

My involvement in [Current Project/Department] has provided me with valuable experience in 

[Relevant Experience], and I am eager to contribute to [Project Name] where I believe I can 

make a significant impact. 

I am excited about the opportunity to collaborate with diverse teams and enhance my skills while 

contributing to [Company/Organization Name]'s goals. I am open to discussing this request 

further and would appreciate your support in facilitating this transfer. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Contact Information] 


