
Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Department Name] 

[Institution Name] 

[Institution Address] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am currently a [Your 

Current Position/Title] in the [Your Current Department] at [Institution Name]. I am writing to 

inquire about the possibility of reassignment to the [Target Department] within our institution. 

As I continue to develop my academic career and pursue my interests in [Briefly Describe Your 

Research/Teaching Interests], I believe that joining the [Target Department] would provide an 

invaluable opportunity for me to contribute more effectively to our institution's goals. 

I would appreciate the opportunity to discuss this matter further and explore any potential 

openings or the process for reassignment. Thank you for considering my request, and I look 

forward to your response. 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Your Current Department] 

[Your Contact Information] 


