Request for Cross-Departmental Transfer

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Department]

[Your Company Name]
[Your Contact Information]

[Manager's Name]
[Manager's Position]
[Manager's Department]
[Company Name]

Dear [Manager's Name],

I hope this message finds you well. I am writing to formally request a transfer to the [Target
Department Name] department. After careful consideration, | believe that this transition aligns
with my career goals and would allow me to contribute more effectively to our organization.

Having been with [Current Department Name] for [Duration], I have gained significant
experience in [mention relevant skills/experience]. | am particularly interested in the position of
[Target Position] and believe my skills in [mention specific skills or knowledge] would be
beneficial to the team.

| would appreciate the opportunity to discuss this request further and explore how | can make a
positive impact in the [Target Department Name]. Thank you for considering my request.

Best regards,
[Your Name]
[Your Position]



