
Internal Job Transfer Request 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name]  

[Your Current Position]  

[Your Department] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally request a transfer to the [Target 

Position] within the [Target Department] for personal growth and career advancement. I have 

thoroughly enjoyed my role as [Your Current Position] and have gained valuable experience 

during my time here. 

However, I believe that transitioning to the [Target Position] would not only align with my 

career goals but also allow me to contribute more effectively to our team's objectives. I am 

particularly drawn to [reason for interest in the new position, e.g., the potential for new 

challenges, skill development, etc.]. 

I would appreciate the opportunity to discuss this transfer request at your earliest convenience. 

Thank you for considering my application. I look forward to your positive response. 

Sincerely, 

[Your Name]  

[Your Contact Information] 


