Announce Transfer to New City Branch [Replace with company letterhead]
Dear _________________: [employees/clients]
  

_________________ [name of employee] is moving to _________________ [new location]! 

  

The transfer papers just came through, and it's true -- we are losing _________________ [name] to _________________ [branch]. _________________ [name] and ______ [his/her] family were ready for a change of scenery, so they have decided to relocate 

  

We will all miss _________________ [name], and wish _______ [him/her] and _____ [his/her] family lots of success in the _________________ [location] office. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
