
Vendor Product Lifecycle Management 

Transition Plan 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Transition Plan for Product Lifecycle Management 

Dear [Vendor Contact Name], 

We are reaching out to communicate our transition plan regarding the product lifecycle 

management of [Product Name] as we move towards [New Phase/Update]. As part of this 

transition, we want to ensure a smooth handover and continued support for our mutual goals. 

Overview of the Transition Plan 

The transition plan includes the following phases: 

• Phase 1: Awareness and Training - Schedule training sessions for key stakeholders. 

• Phase 2: Implementation - Timeline for implementation of new processes. 

• Phase 3: Feedback and Adjustment - Collect feedback and make necessary 

adjustments. 

Key Milestones 

Below are the key milestones we aim to achieve: 

1. [Milestone 1 Description] - Due by [Date] 

2. [Milestone 2 Description] - Due by [Date] 

3. [Milestone 3 Description] - Due by [Date] 

Responsibilities 

To ensure success, the responsibilities are outlined below: 

• [Your Company Name] - [Responsibility Description] 

• [Vendor Name] - [Responsibility Description] 

We would like to schedule a meeting to discuss this plan in detail and address any questions you 

may have. Please let us know your availability for the upcoming week. 



Thank you for your continued partnership. 

Sincerely, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Company Contact Information] 


