Transfer Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Employee], This letter confirms the proposed or approved transfer from [Current role or location] to [New role or location], effective [Date].
Reporting manager: [Name]. Work location: [Details]. Responsibilities: [Reviewed description]. Any changes to terms are described in [Reviewed document].
Handover tasks: [Items]. Support contact: [Name]. Please raise questions through [Process].
[Authorized signatory]




