
Transfer Inquiry Letter 

Date: [Insert Date] 

[Your Name] 

[Your Job Title] 

[Your Department] 

[Your Current Site] 

[Your Email] 

[Your Phone Number] 

[Manager's Name] 

[Manager's Job Title] 

[Company Name] 

[Company Address] 

Dear [Manager's Name], 

I hope this message finds you well. I am writing to formally inquire about the possibility of 

transferring to [Desired Site/Location] within the company. I believe that this move aligns with 

my professional development goals and would allow me to contribute more effectively to our 

organization. 

Having worked in [Current Department/Role] for [Duration], I have gained valuable experience 

and skills that I would like to apply in a new environment. The opportunity to join [Desired 

Site/Location] excites me, as I am confident it will provide new challenges and enhance my 

growth in our field. 

I would greatly appreciate your guidance on the transfer process and any necessary steps I should 

take. I am eager to discuss this further and explore potential opportunities within our 

organization. 

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

Sincerely, 

[Your Name] 


