Use this letter template if you are reassigning or transferring an employee, who remains in the same classification, to another location, and/or different supervisor. 

If the layoff unit is changing, please consult with your appropriate HR representative or Employee Relations as additional notice will be required.
TEMPLATE FOR LETTER OF (LATERAL) REASSIGNMENT (or) TRANSFER (WITH LOCATION OR SUPERVISOR CHANGE)
PUT ON LETTERHEAD

[Date]
To:
[Employee Name, job title]

            [Address]
RE:     Reassignment [or Transfer] of Job       

Dear [Employee name],

As per our discussion on [date], your position as an [current payroll title, (title code) percentage], in [department] has been reassigned effective [date]. Your [current payroll title] position and salary will not change.  
(If applicable) You are being reassigned to the [department, location.]  [You will [continue to] report to Supervisor ([name)] or [You will report to Supervisor (name)]. Your layoff unit [name] will [change to _____] (or) [remain the same.]
(If applicable) A meeting has been scheduled on [date] at [time, location] with [me, or name of new Supervisor] to discuss your duties, discuss performance expectations, and work schedule.
Please contact Supervisor [name] if you have any questions.  

I wish you success in your new department.
Sincerely,

[Manager’s name/title]
CC:
Employee Relations Consultant [name]
Department Personnel File

DHRM [name]

Supervisor [name]

Union [if applicable]

Attachment:  Proof of service

