
Professional transfer letter template

Subject: Transfer Notification

Dear [Employee Name],

This is to inform you that, effective [Date], you will be transferred from [Current Branch] to [New

Branch]. Your new reporting manager will be [Manager Name] and your new work location is [New

Branch Address].

Please ensure a smooth handover of your current responsibilities. Your cooperation in this transition

is highly appreciated.

Sincerely,  

[Your Name]  

[Your Position]  

[Organization Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/transfer-letter-from-one-branch-to-another


