Sample Employee Department Transfer Letter
From
Ms. Rebecca Doe
Manager Human Resource
Swift Software Solutions
67 Southern Squares
Middle Roads
Oland 5566
To
Ms. Patricia Holman
Executive
Swift Software Solutions
67 Southern Squares
Middle Roads
Oland 5566
Date: 8 July, 2014
Subject: Letter of Employee Transfer
Dear Ms. Holman,
I am writing this in order to inform you that you will be transferred at the marketing department as Manager Marketing. You have joined Swift Software Solutions as intern before two years. You have performed well and secured the position of executive. The board and management of our company have decided to promote to from an Executive to Manager Marketing.
Kindly report me in my office on 12 March, 2014 at 11 a.m. to sign the document of transfer and discuss your new salary statements. Your new designation will be immediately effective after this paper formality of transfer.
I am very much confident that you will perform excellent on this new job position and handle this new challenging responsibility with great enthusiasm. Wish you all the very best for your new position.
Thanks and regards,
Rebecca Doe
Manager Human Resource
Swift Software Solutions
