
HR issued official branch transfer letter

Subject: Branch Transfer Confirmation

Dear [Employee Name],

This letter serves as an official confirmation of your transfer from [Current Branch] to [New Branch]

effective [Date]. Your reporting manager at the new location will be [Manager Name].

Please ensure all formalities related to your current branch are completed prior to your transfer. We

wish you success in your new posting.

Regards,  

[HR Name]  

[HR Position]  

[Organization Name]

Get more templates here: 

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


