Temporary Transfer Letter
NAME ________
DESIGNATION ________
LOCATION__________
As per Management decision, you are being transferred presently from our present __________branch
office to new office______________ with effect from date & year on temporary basis.
You shall presently be responsible for attending to the queries of customers and all the coordination
aiming towards providing the best resolution of problems to the customers.
The same shall have to be done under the guidance of ________ (name) _____________ (Designation)
–_______________________ (Department).
Wish you a great success for your new assignment.
___________________
For , …………………………
(Authorized Signatory)
