
Internal Transfer Recommendation for 

Mentorship Opportunity 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Recommendation for Internal Transfer - Mentorship Opportunity 

Dear [Manager's Name], 

I am writing to formally recommend [Employee's Name] for the mentorship program within our 

department. I believe that [he/she/they] would be an excellent fit for this opportunity due to 

[his/her/their] remarkable skills in [mention particular skills or attributes]. 

During [his/her/their] time in [Current Department/Role], I have observed [his/her/their] 

dedication to [specific projects or responsibilities] and [his/her/their] ability to collaborate 

effectively with team members. [Employee's Name] has consistently demonstrated [qualities 

such as leadership, initiative, problem-solving abilities]. 

This mentorship opportunity would not only foster [Employee's Name]'s professional growth but 

also enhance our overall team performance. [He/She/They] is eager to learn and contribute to our 

objectives, and I am confident that [his/her/their] involvement would yield positive outcomes for 

our organization. 

Thank you for considering [Employee's Name] for this opportunity. I am looking forward to your 

favorable response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


