
Internal Transfer Request for Career Growth 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Department: [Your Current Department] 

Subject: Request for Internal Transfer 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request an internal transfer from my 

current position as [Your Current Position] in the [Your Current Department] to the role of 

[Desired Position] in the [Desired Department]. 

Throughout my time at [Company Name], I have gained valuable experience and honed my 

skills in [Briefly Mention Relevant Skills or Experience]. I believe that moving into [Desired 

Position] will provide me with the opportunity to further develop my career and contribute more 

significantly to the company's goals. 

I am excited about the possibility of taking on new challenges and responsibilities and am 

confident that my background in [Your Current Role/Experience] will allow me to make a 

positive impact in the [Desired Department]. 

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

and explore how I can contribute to [Desired Department] while continuing to grow 

professionally. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


