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1. As your honoured self must be aware that | am working in .......
Deptt. in the capacity of a Junior clerk .

2. For the last twenty years | am the ..... ( position) in the factory .

3. I am Officiating in the capacity of ........ for last two years .
319 g foRg=t &1 SR Faid:

4. Now | have been transferred to .........

5. Owing to my domestic problems. | request you to change .........

6. On account of my health problems | would not be able to .........

7. Owing to my ........ ( reason) | can not function in the same position
any more .

8. On health grounds | have been advised to leave this city .

9. My family duties have constrained me to seek my transfer .
AGURT 31U AT & §¢ &I a1 WR 3
10. Looking at such a changed situation | won’t be able to work in the
present position .
11. As such | request you to change my working/shift hours .
12. In the light of the above | request you to transfer me to ....... (
section) or place .
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13. Hence | request you to expedite/order my desired transfer to

14. You are, therefore, requested to release me at the earliest .

15. | pray you to consider my case sympathetically .

16. In view of my loyalty and past performance | am sure you would
condescend to grant me the desired wish .

17. 1 am sure to get a sympathetic response from your side to my
genuine problem .



18. With earnest hope | crave your special sympathy in my case .
Sample Letter

Sir,

As your honoured self must be aware | am working in Sales Deptt. in
the capacity of a Junior Clerk. (1) Owing to my domestic problems |
request you to change my place of work. (5) In the light of the above facts
| pray you to transfer me to Purchase Deptt. (12) In view of my loyalty and
past performance | am sure you would condescend to grant me the

desired wish. (16)
Yours faithfully,



