Internal Job Transfer Request

Date: [Insert Date]

To: [Manager's Name]

From: [Your Name]

Current Position: [Your Current Position]

Department: [Your Current Department]

Dear [Manager's Name],

| hope this message finds you well. | am writing to formally request an internal transfer to the
[Desired Position/Department] within our organization. After much consideration, | believe that
this transition would enhance my professional growth and contribute positively to the team
dynamics.

In my current role, | have gained valuable experience and insights that I believe would be
beneficial in [Desired Position/Department]. My goal is to leverage my skills to help create a
more collaborative and efficient working environment. | am particularly passionate about
[specific skills or projects related to the desired position], and | feel that my transition to this role
would allow me to contribute more effectively to our overall objectives.

| am committed to ensuring a smooth transition and would be happy to assist in training a
replacement if necessary. | truly enjoy working at [Company Name] and am enthusiastic about
the prospect of taking on new challenges.

Thank you for considering my request. | look forward to discussing this opportunity further.

Sincerely,

[Your Name]
[Your Contact Information]



