Requesting an internal job transfer involves a formal and
strategic approach, demonstrating your interest in the new
position while maintaining your commitment to the company.
This guide offers a free template for an internal job transfer
request, including an example that precisely matches the
template, essential factors to consider, and advice for
composing your request.

Objectives and Benefits of Requesting an
Internal Job Transfer

- Express Interest in a New Role: Clearly state your
desire to transfer to a different position within the
company.

» Qutline Your Qualifications: Emphasize your skills and
experiences that make you a suitable candidate for the
new role.

= Explain Your Motivation: Share your reasons for seeking
the transfer, such as career growth, skill development,
or aligning with personal interests.

«Affirm Commitment to the Company: Reinforce your
dedication to <contributing positively to the
organization in the new role.

Essential Elements of an Internal Job
Transfer Request Letter

Greeting: Address your manager or the HR representative
appropriately.

Current Position Acknowledgment: Mention your current role and
your contributions to the company.

Interest in New Role: State the position you are interested in



transferring to and why.

Skills and Experience Highlight: Emphasize your qualifications
that make you a suitable candidate for the new position.

Motivation for Transfer: Describe your reasons for wanting to
transfer and how it aligns with your career goals.

Request for Consideration: Politely ask for consideration of
your request and an opportunity to discuss it further.

Recommendations for Drafting an Internal
Job Transfer Request Letter

Clear and Concise Communication: Articulate your request for a
job transfer clearly, including the specific position you are
interested in.

Professional and Respectful Tone: Maintain a tone that
respects your current role and the company’s procedures.
Highlight Compatibility: Focus on how your skills and
experiences align with the requirements of the new position.
Express Enthusiasm and Commitment: Show your eagerness to
continue contributing to the company in the new role.
Detailed and Error-Free Composition: Ensure your letter is
thorough, well-structured, and free from mistakes.

Internal Job Transfer Request Letter
Template

[Your Name]

[Your Current Position]
[Your Department]
[Company Name]

[Company Address]



[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Manager’s Name or HR Representative’s Name]
[Their Position]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Manager’s or HR Representative’s Name],

I am writing to express my interest in the [Position Title]
recently posted in the [Department/Team Name]. Having worked
as [Your Current Position] in [Your Department] for
[Duration], I have developed a strong understanding of
[mention relevant skills or experiences related to the new
role] and believe that I can bring value to this new position.

My interest in this role stems from [describe your motivation,
such as a desire to explore a different area of the company,
develop new skills, or align with personal career goals]. I am
excited about the opportunity to apply my experience 1in
[specific skills or areas] to contribute to [specific
objectives or projects in the new department].

I have thoroughly enjoyed my time in [Your Department] and
have strived to [mention significant contributions or
achievements]. I am eager to bring this same level of
commitment and enthusiasm to the [Position Title] role.

I would appreciate the opportunity to discuss this transfer
further and explore how my background and skills would be a
good fit for the position. Thank you for considering my
request for this internal job transfer.

I look forward to the possibility of continuing to grow my
career with [Company Name] in this new capacity.

Sincerely,



[Your Signature (if sending a hard copy)]
[Your Printed Name]

Example Letter Matching the Template

Alice Morgan

Junior Accountant
Finance Department

XYZ Corp

123 Business Rd

Commerce City, CC 45678
alice.morgan@xyzcorp.com
(555) 789-0123

May 22, 2024

John Davis

HR Manager

XYZ Corp

123 Business Rd
Commerce City, CC 45678

Dear Mr. Davis,

I am writing to express my interest in the Senior Accountant
position recently posted in the Accounting Department. Having
worked as a Junior Accountant in the Finance Department for
over three years, I have developed a strong foundation in
financial analysis and accounting principles and believe that
I can bring significant value to this new position.

My interest in this role stems from my desire to take on more
responsibility and further my career in accounting. I am
excited about the opportunity to apply my experience 1in
financial reporting and tax preparation to contribute to the
Accounting Department's objectives.

I have thoroughly enjoyed my time in the Finance Department,
contributing to successful financial audits and budget
preparation. I am eager to bring this same level of commitment



and expertise to the Senior Accountant role.

I would appreciate the opportunity to discuss this transfer
further and explore how my background in finance and my
eagerness for professional growth align with the needs of the
Senior Accountant position. Thank you for considering my
request for this internal job transfer.

I look forward to the possibility of continuing to grow my
career with XYZ Corp in this new capacity.

Sincerely,

Alice Morgan



