[Company Logo]   [Company Name]
INTERNAL TRANSFER LETTER
	Ref. No.:
	[Reference Number]

	Date:
	[Date]



To,
[Employee Name]
Employee ID: [Employee ID]
[Designation], [Department]
[Work Location]
Subject: Internal Transfer to [New Designation], [New Department]
Dear [Employee Name],

Congratulations! Following your application under Internal Job Posting [IJP Reference] and the selection process held on [Selection Date], you have been selected for the role of [New Designation] in [New Department].
	Particulars
	Current Role
	New Role

	Designation
	[Current Designation]
	[New Designation]

	Department
	[Current Department]
	[New Department]

	Reporting Manager
	[Current Manager]
	[Reporting Manager]

	Grade
	[Grade]
	[Grade]

	Work Location
	[Work Location]
	[Work Location]

	Annual CTC (₹)
	[Amount]
	[CTC]



1. Release date: As agreed with your current manager, you will be released on [Release Date] and will join the new team on [Effective Date].
1. Handover: Please complete a documented handover before release.
1. Settling-in period: You will have a role-settling period of [Settling Period] months, with a review by your new manager.
1. Continuity: Your service, leave balance and PF continue without break.
1. Other terms: All other terms of your employment remain unchanged.
We wish you every success in your new role.

Yours sincerely,

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


Copy to: Personnel File; [Current Manager]; [Reporting Manager]; Payroll
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