Mr. 










      Date: 
Company’s Name 
Employee Code: 

Sub: Transfer letter



Dear,

This is further to our discussion with you, we are pleased to inform you that your services are being transferred from ________ Noida to __________, Banglore wef date on a continue service basis, without any break.  

Your Reporting Manager will be _________.
In accordance with the companies transfer policy, ________ will bear the following:
1. One way economy class air fare

2. Three days free accommodation in a service apartment and an extra two days on 50% cost sharing basis.

3. Transportation expenses of Rs. _______/- (upper limit) inclusive of your local transportation cost which will be reimbursed to you only on the production of original bills.


All terms and conditions mentioned in your appointment letter remain unchanged. 
Please return the duplicate copy of this letter duly signed by you, as a token of your acceptance.
 We wish you all the best for your future assignments.




Thanking you,


Yours truly,

For Company’s Name
Authorized Signatory

