[Company Logo]   [Company Name]
CHANGE IN DEPARTMENT
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Change of Department
Dear [Employee Name],

We are pleased to inform you that you will move from the [Current Department] department to the [New Department] department with effect from [Effective Date]. This move is being made to [Reason, e.g. strengthen the new department with your process experience].
1. New reporting manager: You will report to [Reporting Manager], [Designation], [New Department].
1. Designation: [Designation] (or [New Designation] if revised).
1. Handover: Please complete the handover of your current responsibilities to [Handover Person] by [Handover Date], using the handover checklist.
1. Training: You will undergo [Training Details] during your first [Training Weeks] weeks in the new department.
1. Cost centre and payroll: Your cost centre will change to [Cost Centre] from [Effective Date]. Your CTC of ₹[CTC] remains unchanged.
1. System access: IT will update your access to [Systems] on the effective date. Access to systems of your previous department will be withdrawn.
1. Location and shift: [No change / New shift details].
All other terms of your employment remain unchanged. We wish you success in your new department.

Yours sincerely,

	______________________________
For [Company Name]
[Authorised Signatory]
[Designation]
	______________________________
Acknowledged and accepted by
[Employee Name]
Signature: ____________
Date: [Date]


Copy to: Personnel File; [Current Department Head]; [New Department Head]; IT
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