Internal Transfer Appeal Letter

Date: [Insert Date]

[Your Name]

[Your Job Title]

[Your Department]

[Your Company Name]
[Your Company Address]

[City, State, Zip Code]

To: [Recipient's Name]
[Recipient's Job Title]
[Recipient's Department]

[Company Name]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally appeal for an internal transfer to
[Desired Department/Position] at [Company Name] due to the need for a better work-life
balance.

For the past [duration of time], | have dedicated myself to my role as [Your Job Title] and have
thoroughly enjoyed my contributions to the team. However, | have recently encountered
challenges balancing my personal and professional commitments. After careful consideration, |
believe that a transition to [Desired Department/Position] would provide the flexibility | need
while allowing me to leverage my skills effectively.

| am confident that my experience in [mention relevant skills/experience] would be beneficial to
[Desired Department/Position]. | am eager to continue contributing to our company's goals while
achieving a more sustainable work-life balance.



| would greatly appreciate the opportunity to discuss this matter further. Thank you for your
understanding and consideration of my request.

Sincerely,
[Your Name]

[Your Contact Information]



