Internal Job Transfer Request

Your Name

Your Address

City, State, Zip Code

Email Address

Phone Number

Date

Manager's Name

Company Name

Company Address

City, State, Zip Code

Dear [Manager's Name],

| hope this message finds you well. | am writing to formally request an internal transfer to
[Position Title/Department] within [Company Name]. | have been with the company for
[Duration] and am eager to take on increased responsibilities that align with my career goals.
During my time in [Current Position], | have developed skills such as [Skill/Experience] and
have contributed to [Project/Department success]. | believe my experience makes me a suitable
candidate for the [Target Position], where | can further develop and contribute to the team.

| am excited about the opportunity to [mention any specific responsibilities or projects related to
the new position]. I am keen to discuss how my background, skills, and enthusiasms can serve

the needs of the team on this new journey.

Thank you for considering my request. | would appreciate the chance to discuss this opportunity
further at your earliest convenience.

Sincerely,

Your Name



