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Congratulations on Transfer to New Position - 
[Name, Company Name & Address here]

[Date]

Dear [name],

I was delighted to know that you have accepted the position of [State job position here].

I have full confidence in you abilities that you will achieve success while working in the new capacity. You have worked really hard & earned the respect in this organization. I am sure you will continue contributing to the success of this company.

Please note that I am always open for communication, if you need help during the transition period.

Best regards,

[YOUR NAME]
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