[Company Logo]   [Company Name]
INTERNAL TRANSFER APPLICATION FORM
	Company:
	[Company Name]

	Application No.:
	[Reference Number]

	Date:
	[Date]



1. Employee Details
	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Grade / Band
	 

	Department
	 

	Current Work Location
	 

	Reporting Manager
	 

	Date of Joining
	 

	Date of Joining Current Location
	 

	Mobile Number
	 



2. Transfer Requested
	Type of Transfer (Location / Department / Both)
	 

	First Preference – Location or Department
	 

	Second Preference – Location or Department
	 

	Preferred Date of Transfer
	 

	Willing to accept any role at same grade (Yes / No)
	 



3. Reason for Transfer
	Reason (Family / Medical / Spouse Posting / Career Growth / Other)
	 

	Brief Explanation
	 

	Supporting Documents Attached (if any)
	 



4. Relocation
	Relocation support requested as per policy (Yes / No)
	 

	Number of dependants relocating
	 

	Any pending loans or advances with the company
	 



5. Releasing Manager's Remarks
	Recommended (Yes / No)
	 

	Handover Plan and Replacement Requirement
	 

	Earliest Release Date
	 

	Manager Name, Signature and Date
	 



6. Receiving Manager's Remarks
	Vacancy Available (Yes / No)
	 

	Proposed Role
	 

	Manager Name, Signature and Date
	 



7. HR Decision
	Approved / Not Approved / Kept on Hold
	 

	Effective Date of Transfer
	 

	Change in Allowances (if any)
	 

	HR Name, Signature and Date
	 



Declaration
I declare that the information given above is correct. I understand that the transfer is subject to business requirements and approval, and that until a transfer order is issued I will continue in my present role and location. If approved, I agree to complete a proper handover before being relieved.

	______________________________
Applicant
[Employee Name]
Date: [Date]
	______________________________
Received by
[HR Name]
Date: [Date]


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
