
Request for Branch Transfer 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Manager's Name] 

[Company's Name] 

[Branch Address] 

[City, State, ZIP Code] 

Dear [Manager's Name], 

I am writing to formally request a transfer from my current position at [Current Branch Name] to 

[Desired Branch Name]. I have been with [Company's Name] for [Duration of Employment] and 

have greatly appreciated the opportunities for professional development that I have received. 

The reason for my request is [briefly explain reason, e.g., personal circumstances, relocation, 

etc.]. I believe that transferring to [Desired Branch Name] would not only benefit my personal 

situation but also allow me to continue contributing to the company's success. 

I am confident that my skills and experience can be effectively utilized at [Desired Branch 

Name]. I am willing to assist in the transition process and am flexible with the transfer date. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 


