Employee Transfer Letter Format
[Company Name]
[Department Name]
[Date]
Subject: Departmental Transfer Confirmation
Dear [Employee's Name],
This letter formally confirms your transfer from [Current Department] to [New Department], effective [Start Date]. This decision comes after a review of departmental needs, and your skills line up well with what your new team needs.
You will now report to [New Supervisor's Name], who will help guide you through this transition. Your current compensation and employment terms stay the same.
We appreciate everything you have brought to your role, and we are confident you will add real value in your new department.
Best regards,
[Manager's Name]
[Manager's Job Title]
[Company Name]
