
Department Transition Introduction Letter 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Name] 

Subject: Introduction and Department Transition Announcement 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally introduce myself as I transition into 

the [New Department] department. As of [Effective Date], I will be taking on the role of [Your 

New Position]. 

With a background in [Your Background/Experience], I am enthusiastic about the opportunity to 

work with you and contribute to the team's goals. I believe that collaboration and communication 

are key to success, and I look forward to connecting with each of you as we move forward 

together. 

If you have any questions or would like to discuss how I can best support you during this 

transition, please do not hesitate to reach out. I am eager to learn from all of you and make a 

positive impact in our new department. 

Thank you for your warm welcome in advance. I am excited about this new journey! 

Best regards, 

[Your Name] 

[Your Contact Information] 

[Your Current Position] 


