
[Date] 

[Employee Name] 

[Current Department] 

[Employee ID]  

Subject: Acknowledgment of Transfer Request 

Dear [Employee Name], 

This letter is to formally acknowledge that the Human Resources department has received your 

request to transfer from [Current Department/Location] to [Requested Department/Location], 

dated [Date of Request]. 

We have begun reviewing your application. The next steps in this process will include: 

• Reviewing your eligibility based on current company policy. 

• Consulting with both your current supervisor and the manager of the receiving 

department. 

• Evaluating current business needs and available openings. 

Please note that this acknowledgment does not guarantee approval of the transfer. We will notify 

you of the final decision or if further information is required by [Date]. 

If you have any questions in the meantime, please contact the HR department at [HR Phone 

Number/Email]. 

Sincerely, 

[Name] 

[Title] 

[Company Name]  


