Departmental Transfer Request for Skill
Enhancement

Date: [Insert Date]
To,

[Manager's Name]
[Company's Name]
[Department Name]
[Company's Address]

Dear [Manager's Name],

| am writing to formally request a transfer from my current position in [Current Department] to
[Target Department]. My intention behind this request is to enhance my skills and contribute
more effectively to the company.

Over the past [duration], | have gained valuable experience in my current role, but I believe that
transitioning to [Target Department] will provide me with new challenges and opportunities for
professional growth. | am particularly interested in [specific skills or experiences related to the
new department] and am eager to expand my knowledge in these areas.

| assure you that | will continue to uphold the same level of dedication and professionalism in the
new role, contributing positively to the team dynamics and project outcomes.

Thank you for considering my request. | am looking forward to discussing this further and
welcome any feedback you may have.

Warm regards,

[Your Name]

[Your Job Title]

[Your Current Department]
[Your Contact Information]



