
Important Transition Details 

Date: [Insert Date] 

To: [Stakeholder Name] 

From: [Your Company Name] 

Dear [Stakeholder Name], 

We are writing to inform you about an important development regarding the merger/acquisition 

between [Company A] and [Company B]. This transition marks a significant milestone in our 

efforts to enhance our services and streamline operations. 

Transition Details 

The merger/acquisition will take effect on [Effective Date]. Below are the key details for the 

stakeholders: 

• New Leadership: [List key personnel and their roles] 

• Integration Timeline: [Outline the phases of integration] 

• Impact on Services: [Details on any changes to existing services] 

• Contact Information: [Provide points of contact for inquiries] 

We understand that you may have questions or concerns regarding this transition. We encourage 

you to reach out to us directly at [Contact Information]. 

Thank you for your continued support during this pivotal time for our organization. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


