Personal reasons transfer request

Subject: Internal Transfer Request

Dear [Managera€™s Name],

| am requesting an internal transfer to the [Department Name] department due to personal reasons
that require a change in my current role. | believe that this move would help me balance my
personal responsibilities while continuing to contribute effectively to the organization.

| appreciate your understanding and support and am ready to discuss how best to manage the
transition.

Kind regards,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/internal-transfer-letter




