
Interdepartmental Transfer Endorsement 

Letter 

Date: [Insert Date] 

To: [Recipient Name]  

[Recipient's Job Title]  

[Company Department]  

[Company Name]  

[Company Address] 

Dear [Recipient Name], 

I am writing to formally endorse the interdepartmental transfer of [Employee's Name] from the 

[Current Department] to the [New Department]. This transfer aligns with our commitment to 

employee development and harnessing their fullest potential. 

[Employee's Name] has demonstrated exceptional skills in [mention specific skills or 

contributions], which I believe will be further developed in their new role. I have witnessed their 

growth and dedication towards [specific projects or responsibilities], and I am confident that they 

will bring the same level of commitment to the [New Department]. 

This transfer will not only support [Employee's Name] in achieving their career goals but will 

also provide the [New Department] with a valuable asset that can contribute to our overall 

objectives. 

Please feel free to reach out if you require any further information regarding this endorsement. 

Thank you for considering this transfer. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Current Department]  

[Company Name] 


