
Transfer Letter Template

[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]

Subject: Transfer Request

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to formally request a transfer from my current position at

[Current Department/Team] to [Target Department/Team] within [Company/Organization Name].

After careful consideration and discussion with my supervisor, I believe that this transfer will allow

me to further contribute to the organization's success while also aligning with my career goals and

aspirations.

I have thoroughly enjoyed my time working in [Current Department/Team] and am proud of the

accomplishments and projects I have been a part of. However, I am excited about the opportunity to

bring my skills and experience to [Target Department/Team], where I believe I can make a

meaningful impact and continue to grow both personally and professionally.

I have already spoken with [Current Supervisor's Name] about my intentions, and they have

expressed their support for my transfer request. Additionally, I have taken the time to discuss this

potential move with [Target Department/Team Manager's Name], who has kindly agreed to consider



my application.

I am confident that my experiences, knowledge, and dedication will enable me to excel in my new

role within [Target Department/Team]. I am committed to a smooth transition process and will work

closely with both teams to ensure minimal disruption to ongoing projects and responsibilities.

Please find attached my updated resume and any other necessary documents for your review. If

there are any further steps or information required from my end to facilitate this transfer, please do

not hesitate to let me know.

Thank you for considering my transfer request. I greatly appreciate the opportunities that

[Company/Organization Name] has provided me, and I am enthusiastic about the possibility of

continuing my journey here in a new capacity. I look forward to discussing this matter further at your

earliest convenience.

Sincerely,

[Your Name]

[Your Employee ID, if applicable]

[Your Signature (if a physical copy is being submitted)]

Enclosure: Resume (if applicable)


