Professional Employee Transfer Request
Subject: Request for Transfer to [Department/Location]

Dear [Manager/HR Director],

I am writing to formally request a transfer from my current position as [Current Position] in
[Current Department] to [Desired Position] in [Desired Department/Location]. After [duration] in my
current role, | believe this transfer would benefit both my professional development and the
organization's objectives.

The primary reasons for my transfer request are [specific reasons - career growth, family
circumstances, skill utilization, etc.]. | have thoroughly researched the requirements for the target
position and believe my experience in [relevant skills/projects] makes me a suitable candidate.

| am prepared to undergo any necessary training and commit to a smooth transition period. My
current projects can be completed by [date] or transferred to a colleague with proper documentation.

| would appreciate the opportunity to discuss this request in person and am available at your
convenience. Thank you for considering my application.

Respectfully,

[Your Name]

[Current Position]

[Contact Information]

Get more templates here: https://www.lettersandtemplates.com/letters/transfer-letter




