[Company Name]
[Address]
Subject: Request of transfer from [X] to [Y].
Dear Sir,
I am Andrews, finance manager of Stars Chemicals and this letter of mine is a humble request to transfer New York to my native state, Michigan. You must understand that I am not leaving the company and my loyalty to this company is the same as it was ten years ago, the time when I joined this company. But now, due to a family problem, it has become indispensable for me to send you a transfer request.
You know that I am living here alone, and my family members are there in Michigan. Everything was going well but then; I came across a sad incident. My wife was suddenly diagnosed with blood cancer after a series of clinical tests. Dear Sir, I have three children and two of them are school going. Although my parents are living with my wife, they are too old to take good care of her. Also, with my little income, I cannot afford a maid. In last month’s newsletter, it was announced by the management of the company that a new branch is going to be established very soon and fortunately, that place is near my house. 
To me, the only solution to this problem is that I should be transferred to that office so that I could take good care of my wife and children.
Sir, my family is a top priority and if I am not transferred, it will be difficult for me to continue my job owing to the prevailing circumstances. But I am hoping you will entertain my request and direct the respective department to issue my transfer order as soon as possible. It will indeed be a great virtue from you, and I thank you in anticipation.
Yours sincerely.
[Your Name]
[Designation]
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