Date: [Insert Date]

To,

[Manager's Name]

[Department Name]

[Company Name]

[Company Address]

Dear [Manager's Name],

I am writing to formally request an inter-departmental transfer from [Current Department] to
[Desired Department]. | believe this transition will allow me to contribute more effectively to the
company while also aligning my career goals with the organization's needs.

Over the past [duration of time] in the [Current Department], | have gained valuable experience
and skills that I believe will be beneficial in the [Desired Department]. | am particularly
interested in [specific projects, roles, or opportunities in Desired Department] and feel that my
background in [specific skills or experiences] could add significant value.

| would appreciate the opportunity to discuss this request further and explore the possibilities of
making this transition a smooth process. Thank you for considering my application. I look
forward to your positive response.

Warm regards,

[Your Name]

[Your Job Title]

[Your Contact Information]



