
Permission Request for Contract Transfer 

Date: [Insert Date] 

To, 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

Subject: Request for Permission to Transfer Contract 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request your permission to transfer 

the contract titled "[Contract Title]" currently held with [Current Party Name] to [New Party 

Name]. The details of the contract for your reference are as follows: 

• Contract Number: [Insert Number] 

• Effective Date: [Insert Date] 

• Current Party: [Current Party Name] 

• Proposed New Party: [New Party Name] 

The reason for this transfer is [Insert Reason]. I believe that this change will [Insert Benefits of 

Transfer]. 

We understand that the transfer requires your approval, and we assure you that we will comply 

with all necessary formalities to facilitate this process. 

Thank you for considering this request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


