
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Company's Name] 

[Company's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of transferring to 

a different position within our tech department. I have thoroughly enjoyed my time at [Current 

Position] and believe that my skills and experiences could be beneficial in [Desired Position or 

Department]. 

During my time in my current role, I have gained valuable experience in [Briefly describe 

relevant experience or skills], which I believe aligns well with the requirements of the [Desired 

Position]. I am eager to take on new challenges and contribute further to the company's success. 

I would greatly appreciate any insights you could provide regarding potential opportunities for 

transfer, as well as any necessary steps I should follow in this process. Thank you for considering 

my request. I look forward to your response. 

Warm regards, 

[Your Name] 


