
Service Transition Information 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Service Transition Information 

Dear [Recipient's Name], 

We are reaching out to inform you about the upcoming transition of our services. As part of our 

commitment to continuous improvement and enhancement of our offerings, we will be 

implementing changes that will affect [specific services or areas of impact]. 

The key details of the transition are as follows: 

• Transition Date: [Insert Transition Date] 

• New Service Features: [Brief description of new features] 

• Impact on Current Services: [Details on how current services will change] 

• Support and Resources: [Information on where to find help and resources] 

We appreciate your understanding and support during this transition. If you have any questions 

or concerns, please do not hesitate to reach out via [contact information]. 

Thank you for being a valued customer. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


