Transfer Request Letter

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Manager's Name]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Manager's Name],

| am writing to formally request a transfer to the [New Position/Department] within [Company
Name]. | have greatly enjoyed my time in my current role as [Your Current Position] and am
excited about the opportunity to advance my career and contribute to the company in a new
capacity.

Throughout my time at [Company Name], | have developed skills in [mention relevant
skills/experience], and | believe that my background would be a great fit for the [New Position].
| am particularly drawn to this role because [reason for interest in new position].

| am confident that this transfer would not only benefit my career growth but also allow me to
bring new perspectives and ideas to the [New Department/Team]. | welcome the chance to
discuss this request further and explore how I can contribute effectively to the team.

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

Sincerely,

[Your Name]

[Your Current Position]
[Your Department]



