
Transfer Agreement Notification 

Date: [Insert Date] 

To: 

[Recipient Name] 

[Recipient Address] 

[City, State, ZIP Code] 

Subject: Transfer Agreement Notification 

Dear [Recipient Name], 

We are writing to formally notify you of the transfer agreement regarding [specify the asset, 

property, or position] as discussed and agreed upon. The transfer will take effect on [insert 

effective date]. 

Please find the details of the transfer agreement below: 

• Transferor: [Transferor Name] 

• Transferee: [Transferee Name] 

• Description of Asset: [Brief description of the asset] 

• Transfer Date: [Insert Date] 

We appreciate your attention to this matter and look forward to your cooperation in ensuring a 

smooth transition. 

Should you have any questions or require further information, please do not hesitate to contact us 

at [insert contact information]. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


