
Internal Job Transfer Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Internal Job Transfer Request 

Dear [Manager's Name], 

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

transfer to the [Target Position] within the [Department Name]. I have been with [Current 

Department Name] for [Duration] and have valued the experiences and growth I have achieved 

during this time. 

As I reflect on my career journey, I am eager to embrace new challenges that can further enhance 

my skills and contribute to the company's goals. The [Target Position] greatly aligns with my 

aspirations and I believe my background in [Your Skills/Experience] would allow me to make a 

positive impact in this role. 

I am more than willing to discuss how my transfer could benefit both the department and the 

organization as a whole. Thank you for considering my request. I look forward to your response. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Contact Information] 


