
Employee Transfer Application 

Date: [Insert Date] 

To, 

[Manager's Name] 

[Department Name] 

[Company Name] 

Subject: Application for Transfer 

Dear [Manager's Name], 

I am writing to formally request a transfer from my current position as [Your Current Position] in 

the [Current Department] to the [Desired Department] as [Desired Position] within [Company 

Name]. After [duration of time] in my current role, I believe that this move would not only align 

with my career goals but also allow me to contribute more effectively to the company. 

Throughout my time in the [Current Department], I have developed skills in [mention skills] and 

have achieved [mention any achievements]. I am eager to bring this experience to the [Desired 

Department] and further develop my abilities in [mention new skills or areas]. I am enthusiastic 

about the opportunity to work with [mention any specific team or project] and contribute 

positively to our organization. 

I appreciate your consideration of my application and would welcome the opportunity to discuss 

this further. Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Current Position] 

[Your Contact Information] 


