
Internal Job Transfer Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Request for Internal Job Transfer 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request consideration for an internal 

job transfer to [Target Position/Department] within our organization. After reflecting on my 

career goals and the direction in which I would like to grow, I believe this position aligns more 

closely with my skills and aspirations. 

Over the past [Duration] with [Current Department/Team], I have gained substantial experience 

in [relevant skills/achievements]. However, I am eager to take on new challenges that will allow 

me to contribute to our organization in a more impactful way. I believe that transitioning to 

[Target Position/Department] will enable me to leverage my strengths in [specific skills/area] 

and support the team's objectives more effectively. 

I have discussed this potential move with [Name of other relevant manager or HR, if applicable], 

and they have encouraged me to pursue this opportunity. I am confident that my background and 

expertise will be beneficial to the [Target Department/Team]. 

I would appreciate the opportunity to discuss this further and explore how my transition can be 

managed smoothly, ensuring minimal disruption to our current projects. Thank you for 

considering my request. I look forward to your response. 

Warm regards, 

[Your Full Name] 

[Your Current Position] 

[Your Contact Information] 


