Internal Job Transfer Request

Date: [Insert Date]

To: [Manager's Name]

From: [Your Name]

Subject: Request for Internal Job Transfer for Skill Enhancement

Dear [Manager's Name],

| hope this message finds you well. I am writing to formally request an internal transfer to the
[Target Department/Position] in order to enhance my skills and contribute more effectively to
our organization.

As you know, | have been with [Current Department/Position] for [Duration] and have greatly
appreciated the opportunities for growth and learning. However, | believe that a transfer to
[Target Department/Position] would allow me to develop my skills in [Specific Skills or Areas]
and better serve the company's objectives.

| am keen on [briefly explain your interest and how it aligns with your career goals and company
objectives]. I am confident that my experience in [mention relevant experience] will enable me

to add value to the team.

I would appreciate the opportunity to discuss this further and explore the possibility of
transitioning to the [Target Department/Position]. Thank you for considering my request.

Best regards,
[Your Name]

[Your Current Position]
[Your Contact Information]



