Jan 01, 2007
Mr. xxxxx
Employee No. 

Dear xxxx,

We would like to inform you that you have been transferred to our office at Bangalore with effect from July 16, 2003. Your transfer entitlements are detailed below:

1. Travel for self by II A/C train. 

2. Hotel / guest house accommodation up to a maximum of 15 days. Per Diem or food expenses will not be borne by the company. 

3. Expenses towards movement of personal effects will be reimbursed (which includes packing, loading and freight charges). A minimum of two estimates will need to be provided and duly approved by the HR Head for the above. You will have to make your own arrangements for transportation. Monetary limit for such expenses will be Rs. /-.
All other terms and conditions pertaining to your employment will remain unchanged. Please get in touch with xxxxx (HR Person) once you reach Bangalore.

Wish you best of luck.

Human resources Specialist
