Request for Departmental Transfer

Date: [Insert Date]

To,

[Manager's Name]

[Department Name]

[Company Name]

[Company Address]

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request a transfer to the [Target
Department Name] within [Company Name], as | believe this move aligns with my career
advancement goals and aspirations.

In my current role as [Your Current Position] in [Current Department Name], | have developed
skills and gained experiences that | believe would be beneficial to the [Target Department
Name]. | am excited about the opportunities that this department offers to further enhance my
skills and contribute to the team's success.

| am committed to ensuring a smooth transition and am willing to assist in the handover process
to minimize any disruptions. | would appreciate the opportunity to discuss this request with you
at your earliest convenience.

Thank you for considering my request. | look forward to your positive response.

Sincerely,

[Your Name]

[Your Current Position]

[Your Contact Information]



