Dear [Manager's Name],

| hope this message finds you well. I am writing to formally inquire about the possibility of an
internal transfer within [Company Name]. After careful consideration, | believe that a different
role may enhance my job satisfaction and allow me to contribute more effectively to the team.

Currently, I am in the [Current Position] in the [Current Department], and | have had the
opportunity to gain valuable experience. However, | feel that my skills and interests align more
closely with [Desired Position/Department]. | am particularly drawn to [mention any specific
aspect of the desired role or department], and | am eager to explore how I can bring my strengths
to that area.

| would greatly appreciate the opportunity to discuss this matter further and explore potential
openings that may be available. Thank you for considering my request. | look forward to your
response.

Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



