
Professional Transfer Request - Career Development

Subject: Request for Transfer to [Branch Name]

Dear [Manager's Name],

I am writing to formally request a transfer from my current position at [Current Branch] to the [Target

Branch] location. This request stems from my desire to advance my professional development and

contribute to the organization in a broader capacity.

Over the past [duration] at [Current Branch], I have gained valuable experience in [specific

skills/areas]. The opportunity to work at [Target Branch] would allow me to expand my expertise in

[specific area] while supporting the company's objectives in that region. I believe this transfer would

be mutually beneficial, as I can bring my knowledge of [relevant experience] to address the needs at

[Target Branch].

I have researched the operations at [Target Branch] and am particularly interested in [specific

projects/initiatives]. My background in [relevant skills] aligns well with the current requirements of

that location. I am prepared to undergo any necessary training to ensure a smooth transition.

I am flexible regarding the transfer timeline and would be happy to discuss a schedule that

minimizes disruption to both branches. I am also willing to assist in training my replacement at

[Current Branch] to ensure continuity of operations.

I would appreciate the opportunity to discuss this request with you at your earliest convenience.

Thank you for considering my application.

Sincerely,

[Your Name]

[Your Position]

[Contact Information]

Get more templates here: 

https://www.lettersandtemplates.com/letters/request-for-transfer-to-another-branch


