
Provisional email for pending company transfer

Subject: Provisional Notification of Transfer

Hi [Employee Name],

This email serves as a provisional notice regarding your transfer from [Current Company] to [New

Company]. The final confirmation and details will follow once all internal approvals are completed.

Kindly prepare your documents and coordinate with HR for a smooth transition. Do not hesitate to

reach out if you have questions.

Best regards,  

[Sender Name]  

HR Department

Get more templates here: 

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


