 


Transfer Letter


Ref. No: 






                            (Transfer date)
To 

(Employee Name) 

(Current address) 

Dear (Employee Name),
This is to inform you that you have been transferred to our (Current Department) and your joining date will be (transfer date). Your last working day with (Earlier Department) would be (last working date). Your earlier designation as per your appointment letter dated (DOJ) was “(joining designation)” and after transfer you will be working as “(Current Designation)”. Your Employee Id, salary structure and other perks would remain the same.
Your employment will be governed by the earlier employment agreement as well as the applicable rules, regulations and policies of the Company.

We believe you have a successful career ahead of you. 

Thanking you,

(Company Name)
Manager - HR
Accepted:

(Employee Name) 


