
Request for Transfer to Another Division 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Manager's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Manager's Name], 

I am writing to formally appeal for a transfer from my current position in the [Current Division] 

to the [Desired Division]. After considerable thought, I believe this move would allow me to 

better utilize my skills and contribute more effectively to the company. 

During my time in the [Current Division], I have developed valuable experience in [mention 

relevant skills or experiences]. However, I feel that my professional growth has reached a 

plateau, and I am eager to take on new challenges and responsibilities that align with my career 

ambitions. 

I am particularly excited about the opportunities within the [Desired Division], especially 

[mention specific projects or initiatives of the desired division]. I believe my background in 

[mention relevant qualifications or experiences] would make me a strong asset to the team. 

I appreciate your consideration of my request and would be happy to discuss this further at your 

earliest convenience. Thank you for your understanding. 

Sincerely, 

[Your Name] 


