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

	Date:
	[Date]



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

In the interest of business and in terms of the transfer clause of your appointment letter, you are transferred from [Current Location / Unit] to [New Work Location / Unit] as [Designation].
1. Relieving date: You will be relieved from your current location on [Relieving Date] after handing over charge to [Handover Person].
1. Reporting date: You will report to [Reporting Manager] at [New Office Address] on [Reporting Date].
1. Joining time: You are allowed [Joining Days] days of joining time, which will be treated as on duty.
1. Travel: Travel for yourself and dependants by [Travel Class] will be reimbursed as per the transfer policy.
1. Relocation allowance: A one-time relocation allowance of ₹[Amount] and reimbursement of household goods transport up to ₹[Amount] against bills.
1. Temporary accommodation: Company accommodation for up to [Days] days at the new location.
1. Allowances: Your [HRA / city allowance] will be revised as per the new location from [Effective Date]. Your CTC will be ₹[CTC] per annum.
1. Payroll: Statutory deductions such as professional tax will apply as per the rules of [New State].
All other terms of your employment remain unchanged. We wish you success in your new assignment.

Yours sincerely,

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


Copy to: Personnel File; [Current Unit Head]; [New Unit Head]; Payroll; Admin
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