Transfer Petition Letter

Date: [Insert Date]

To,

[Supervisor's Name]
[Department Name]
[Company/Organization Name]
[Address]

Dear [Supervisor's Name],

| hope this message finds you well. I am writing to formally request a transfer from my current
position in the [Current Department Name] to the [Desired Department Name].

Due to [briefly explain the reason for the transfer, e.g., personal circumstances, career growth
opportunities, etc.], | believe that this transfer would not only align with my career goals but also
benefit the organization.

| am committed to ensuring a smooth transition and am willing to assist in training or onboarding
my replacement if necessary. | appreciate your consideration of my request and hope to discuss
this matter further.

Thank you for your time and understanding.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



