Subject: Upcoming Cloud Service Migration

Dear IT Team,

I'm writing to inform you about the planned migration of our services to a cloud-based platform.
This change aims to enhance our operational efficiency and improve our scalability.

Migration Schedule:

« Migration Start Date: [Insert Start Date]
o Estimated Completion Date: [Insert Completion Date]

Please note the following key points regarding the migration:

1. All current data and applications will be migrated by our cloud service provider.

2. Downtime is expected during the migration; specific times will be communicated in
advance.

3. Training sessions on the new cloud platform will be scheduled post-migration.

Your cooperation is essential to ensure a seamless transition. Please reach out if you have any
questions or concerns.

Thank you for your support.

Best regards,
[Your Name]
[Your Job Title]
[Your Company]



