[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Manager's Name]
[Company's Name]
[Company's Address]
[City, State, Zip Code]

Dear [Manager's Name],

I am writing to formally request a permanent transfer from my current position in [Current
Department/Position] to [Desired Department/Position]. This request is motivated by my
commitment to professional development and my desire to contribute more effectively to
[Company's Name].

[Briefly explain your reasons for the transfer and how it aligns with your career goals and the
company's objectives.]

| believe that this transfer will allow me to enhance my skills and knowledge in [specific areas],
and | am eager to take on new challenges that will enable me to grow within the organization.

Thank you for considering my request. I am looking forward to discussing this matter further.

Sincerely,
[Your Name]



