Request for Job Transfer

Date: [Insert Date]

[Your Name]

[Your Job Title]

[Your Department]

[Your Contact Information]

[Manager's Name]

[Manager's Job Title]

[Company Name]

[Company Address]

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request a transfer to [Desired
!I)epartment/Location] to better achieve a work-life balance that has become increasingly
important to me.

Over the past [duration], I have thoroughly enjoyed working with our team and contributing to
[specific projects or responsibilities]. However, | believe that a transfer to [Desired
Department/Location] would enhance my productivity and overall job satisfaction, enabling me

to continue contributing effectively to the company.

| appreciate your consideration of my request and would be happy to discuss this further at your
convenience. Thank you for your support and understanding.

Sincerely,

[Your Name]



