Internal Transfer Justification

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Request for Internal Transfer

Dear [Recipient's Name],

| hope this message finds you well. | am writing to formally request an internal transfer to the
[Target Department/Position] within [Company Name]. | believe that this move will not only
align with my professional growth goals but also enhance my contributions to the company.
Since joining [Current Department/Position], | have continuously sought opportunities to
develop my skills and expand my knowledge. My interest in [specific area of target position] has
grown significantly, and | am eager to leverage my existing expertise in [relevant
skills/experience] to make a positive impact in the new role.

| am confident that my background in [mention relevant experience or project] makes me a
strong candidate for this position. | am excited about the prospect of taking on new challenges
and responsibilities, which I believe will contribute to both my professional development and the

success of our team.

Thank you for considering my request. | am happy to discuss this further and explore how I can
best contribute in the new capacity. Please let me know a convenient time for us to meet.

Sincerely,
[Your Name]

[Your Current Position]
[Your Contact Information]



