
HOW TO WRITE A LETTER OF REQUEST FOR TRANSFER

Review samples of a letter and email message used to request a transfer to a different company location, with tips for
what to include in your letter.

Transfer Letter Templates By now, you have come across the importance of a transfer letter in conducting a
large firm. I thank you for taking the time to consider my request and anxiously await your decision. You may
also like. Or it could be negative, like a sickness or a family emergency. Tips to write transfer Request letter
When requesting for a transfer, remember to state the reason for a transfer with absolute clarity. Every official
letter comes with the date on which it was issued and transfer letter is no exception. Download the job transfer
request letter template compatible with Google Docs and Word Online or see below for more examples. I look
forward to hearing from you. If applicable, list accomplishments. I would like to continue providing job
excellence to this company, and hope that we are able to work together to find a solution that fits both of our
needs. You want to be viewed as a valuable company asset, rather than someone asking for a favor. Reason for
transfer request: While you do not have to share a ton of details, it's a good idea to write a sentence on why
you want the job transfer. The letter should be free from all kinds of grammatical errors and the language
should not be casual; it should follow a formal style. Lee, I was very interested when I saw the posting for the
position of Assistant Manager. Having a clear understanding of the person who is in full control of the
situation will help you have the best approach for writing the transfer request letter. In that situation, your
transfer is more like an internal application than a personal request. When a student has to shift from one state
to another or from one board of education to another, a request for transfer letter will have to be written. Be
specific: If you have a set timeline for when you want or need to make a job transfer, include that information.
Explain How the Transfer Will be of Mutual Benefit The transfer should not only benefit you as the employee
but should also be an advantage to the company. Or it could just be that we may want a change from the
monotony of our present life. Consider the Overall Position Here, you are supposed to determine your position
about the request. Why do you want to transfer? In all job transfer requests, keep the focus on the company
and its benefit as much as possible. Ensure the Clarity of Points An effective transfer request letter is
well-explained. If the transfer is made along with a promotion, it should be clearly stated in the letter. While
writing a transfer letter for a school or college, be sure to mention clearly the reason for transfer and also
request all updated academic records for future reference. With these templates, you could easily craft a Letter
of Transfer for your staff. I understand that this presents some difficulty for the current location, but I feel I
can still be of service from this new location, and I am willing to work through [period of transition] to help
train new personnel in my position. In my time here, you have known me to be a person who [list skills and
attributes].


