Transfer Letter From One Company To Another

[Your Name]

[Your Address]

[City, State, Zip Code]

[Date]

[Recipient's Name]

[Recipient's Title]

[New Company Name]

[New Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this letter finds you well. I am writing to formally request a transfer from my current position at
[Current Company Name] to a comparable position at [New Company Name]. After careful
consideration, | believe that this move aligns with my career goals and offers me new opportunities
for growth and development.

| have thoroughly enjoyed my time at [Current Company Name] and am grateful for the experiences
and skills I have gained during my tenure here. However, the chance to contribute to the team at
[New Company Name] while continuing to challenge myself professionally is an opportunity | am
eager to explore.

| understand that a transfer involves a comprehensive evaluation process and am prepared to
provide any information or documentation necessary to facilitate a smooth transition. | am confident
that my experience in [current role] and my commitment to excellence make me a suitable candidate
for this transfer.

| kindly request your assistance in initiating the transfer process and guiding me through any
required steps. Please let me know if there are specific forms or documents that need to be

completed, or if there is any additional information you require from my end.



| would appreciate the opportunity to discuss this transfer request in person at your earliest
convenience. | am available at [your phone number] or [your email address]. Thank you for
considering my request, and | look forward to the potential of contributing to the success of [New
Company Name].

Sincerely,

[Your Name]

[Your Employee ID]

[Your Current Department]

[Your Contact Information: Phone Number and Email Address]



