
Location Transfer Request Letter Sample

Sure, here's a sample location transfer request letter that you can use as a template. Remember to

customize it with your specific details and reasons for the transfer.

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Company/Organization Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to formally request a transfer of my current location

within [Company/Organization Name] to a new location due to [briefly explain your reasons for the

transfer, such as personal circumstances, family needs, career development, etc.].

I have thoroughly enjoyed my time working with the [Current Department/Team Name] team at

[Current Location], and I am very grateful for the opportunities I have been given. However, [explain

how the new location will better suit your needs or contribute to your career goals].

I believe that this transfer would be mutually beneficial for both [Company/Organization Name] and

myself. My [mention relevant skills/experience] would greatly contribute to the success of the [Target

Department/Team Name] team at the [New Location].

I assure you that I am committed to a seamless transition and will make every effort to ensure a

smooth handover of my responsibilities before the relocation. I am open to any discussions or



arrangements necessary to facilitate this process.

I kindly request your consideration of my transfer request and would appreciate the opportunity to

discuss this matter further at your earliest convenience. Please feel free to contact me via email at

[Email Address] or phone at [Phone Number].

Thank you for your time and understanding. I look forward to the possibility of continuing my journey

with [Company/Organization Name] at the [New Location].

Sincerely,

[Your Full Name]

[Employee ID, if applicable]

[Signature (if sending a physical letter)]


