

(Name of Organisation)
JOB TRANSFER LETTER


(DATE)
ADDRESS
CITY – PIN CODE
STATE, IN

Dear (employee name),
Trust you are doing well!
With your excellent track record, the company has decided to promote you to (designation). With this new promotion, the company is transferring you to our (branch name) effective from (effective date). We are pleased to tell you that your CTC has been revised to (revised CTC).
Your new responsibilities will be as follows,
•	(responsibility)
•	(responsibility)
•	(responsibility)

In all other aspects, the terms and conditions of your employment will remain the same. Your new reporting manager at the branch will be (reporting manager).
Feel free to reach out in case of any queries. 
[bookmark: _GoBack]
Regards,

(SIGNATURE)
(NAME)
(DESIGNATION)

To access full documents visit: https://www.startuphrtoolkit.com/
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