Informal Email

Hi [Manager Name],

la€™d like to request a transfer from [Current Department] to [New Department]. Ia&€™m really
interested in [reason, e.g., learning new skills, working on a different project], and I believe this move
could be mutually beneficial.

Please let me know what steps | should take next.

Thanks!

[Your Name]

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




