
Informal Transfer Request Email

Hi [Manager Name],

I am hoping to transfer from [Current Location] to [Desired Location] for [reason]. I believe this move

will help me balance my work and personal commitments effectively.

Please let me know if this can be arranged, and I am happy to discuss further or provide any

documentation needed.

Thanks,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/location-transfer-request-letter-sample


