[Your Name]
[Current Job Title]
[Current Department]
[Date]

[Recipient Name]
[Title]
[Hiring Department]

Subject: Internal Transfer Request for Skill Enhancement
Dear [Recipient Name],

I am writing to formally express my interest in transferring from the [Current Department] to the
[Target Department] as a [Target Position]. My primary motivation for this request is to further
enhance my professional skill set and contribute to the company in a broader capacity.

During my tenure in [Current Department], I have developed strong skills in [Skill 1] and [Skill
2]. However, | am eager to apply these strengths to the challenges faced by the [Target
Department] while simultaneously gaining proficiency in [Specific Skill you wish to learn]. I
believe this transition will allow me to grow professionally while adding significant value to the
team's objectives.

I have discussed this potential move with my current supervisor, [Supervisor's Name], and we
are both committed to ensuring a smooth transition of my current responsibilities. I am confident
that my background in [Current Area] provides a unique perspective that will benefit the [Target
Department].

Thank you for considering my request for this transfer. I look forward to the possibility of
discussing how I can contribute to your team.

Sincerely,

[Your Signature]
[Your Printed Name]



