Digital Service Transition Notification

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Transition of Digital Services and Process Documentation
Dear [Recipient Name],

We are pleased to inform you about the upcoming transition of our digital services, which will
enhance our operational efficiency and improve user experience. This transition will take effect
on [Transition Date].

As part of this process, we have documented all relevant procedures to ensure a smooth
transition. The key details are as follows:

o Current Services: [List Current Services]

e New Services: [List New Services]

e Transition Timeline: [Provide Timeline]

e Support Contacts: [Provide Contact Information]

We encourage you to review the attached process documentation to familiarize yourself with the
new digital services and procedures. Your understanding and cooperation are greatly
appreciated, as they will play a crucial role in ensuring a successful transition.

Thank you for your attention to this matter. Should you have any questions or require further
information, please do not hesitate to reach out.

Sincerely,

[Your Name]

[Your Position]

[Your Organization]

[Your Contact Information]



