
System Migration Notification 

Dear Stakeholders, 

We are reaching out to inform you about an upcoming system migration that will take place on 

[Date]. This migration is essential to improve our services and ensure better performance for all 

users. 

Migration Details 

• Current System: [Current System Name] 

• New System: [New System Name] 

• Migration Start Date: [Start Date] 

• Estimated Completion Date: [Completion Date] 

• Potential Downtime: [Downtime Details] 

Impacts on Stakeholders 

During the migration period, there may be interruptions in service which could affect your access 

to the system. We will do our best to minimize any disruptions and keep you informed. 

Next Steps 

Please ensure that you have saved any necessary work and are prepared for the migration. We 

will provide updates throughout the process and are here to support you during this transition. 

Contact Information 

If you have any questions or require further information, please do not hesitate to contact: 

[Your Name] 

[Your Position] 

[Your Contact Information] 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Company Name] 


