
Internal Job Transfer Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Internal Job Transfer Request for Career Advancement 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request an internal transfer to the 

[Insert Desired Position Title] position within [Department/Team Name] as advertised on [Insert 

Job Posting Location]. I believe this opportunity aligns with my career goals and aspirations for 

professional growth. 

Having worked in my current role as [Your Current Position] for [X years/months], I have 

gained valuable skills and experience that I am eager to apply in a new context. I am particularly 

excited about the potential to [Discuss how your skills align with the new role or specific 

projects/initiatives]. 

I am committed to our company's values and mission, and I believe that this move would not 

only benefit my professional development but also contribute positively to our team's objectives. 

I would be grateful for the opportunity to discuss this transfer request further. Thank you for 

considering my application. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Current Position] 

[Your Contact Information] 


