Voluntary Transfer Request for Work-Life Balance

Date: [Insert Date]

To: [Manager's Name]

Department: [Department Name]

From: [Your Name]

Position: [Your Position]

Subject: Request for Voluntary Transfer

Dear [Manager's Name],

I am writing to formally request a voluntary transfer within our organization. | believe that this
change will significantly enhance my work-life balance and allow me to contribute even more
effectively to the team.

As a dedicated employee, my priority is to maintain a high standard of work while ensuring my
personal well-being. | have considered various options and have identified [Specify Desired
Department/Position] as an ideal opportunity that aligns with my skills and personal situation.

| am confident that this transfer will not only benefit me but also bring fresh perspectives to the
team in [Desired Department]. | am open to discussing this matter further and exploring how my
transition can be managed smoothly.

Thank you for considering my request. | look forward to your understanding and support.

Sincerely,

[Your Name]
[Your Contact Information]



