
Technology Transition Notification 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Notification of Technology Transition 

Dear [Recipient Name], 

We are writing to inform you about an upcoming transition to new technology within 

[Company/Department Name]. This change is aimed at enhancing our operational efficiency and 

service delivery. 

The transition will involve the migration from [Current Technology/System] to [New 

Technology/System], scheduled to take place on [Transition Date]. We believe that this upgrade 

will provide improved features and capabilities that will benefit our team and our clients. 

Please be assured that we are committed to making this transition as smooth as possible. Training 

sessions will be provided to familiarize you with the new technology, and our support team will 

be available to assist you throughout the process. 

We appreciate your cooperation and understanding during this transition period. Should you 

have any questions or concerns, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


