
Internal Transfer Application 

Your Name 

Your Address 

City, State, Zip Code 

Email: your.email@example.com 

Phone: (123) 456-7890 

Date: October 5, 2023 

Manager's Name 

Company Name 

Company Address 

City, State, Zip Code 

Dear [Manager's Name], 

I am writing to formally request an internal transfer from my current position as [Your Current 

Position] in [Current Department] to the [Desired Position] in [Desired Department]. After 

[duration] in my current role, I believe that this transfer aligns with my career goals and will 

allow me to contribute more effectively to our organization. 

I have developed [mention any relevant skills or experiences] that I believe will be beneficial in 

the [Desired Position]. I am particularly excited about [mention any specific reasons related to 

the new role], and I am eager to bring my [specific skills/strengths] to the team. 

I am committed to ensuring a smooth transition and will do my best to assist in handing over my 

responsibilities in the current role. Please let me know if there is a convenient time for us to 

discuss this opportunity further. 

Thank you for considering my application for an internal transfer. I look forward to your positive 

response. 

Sincerely, 

Your Name 


