
Internal Transfer Request for Project 

Involvement 

Your Name: [Your Name] 

Your Current Position: [Your Current Position] 

Department: [Your Current Department] 

Date: [Date] 

 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to express my interest in the opportunity to 

transfer to the [Name of Project/Team] for [specific reason or benefit to the company]. I believe 

that my skills in [mention relevant skills or experiences] will be a valuable addition to the team. 

Having worked in [Your Current Department] for [Duration], I have gained a strong 

understanding of [mention any relevant projects or knowledge]. I am eager to leverage my 

expertise in [relevant field or skill] and contribute to the success of [Name of Project/Team]. 

I am passionate about [specific aspect of the project or team] and I believe this opportunity 

would not only enhance my professional growth but also align with our organization's goals. 

Please let me know if we can set up a time to discuss this further. Thank you for considering my 

request. 

Best regards, 

[Your Name] 

[Your Contact Information] 


