
Service Transfer Announcement 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you of an important update regarding our services. As part of our 

commitment to improving our operations and service delivery, we will be transferring our 

services from [Current Location/Department] to [New Location/Department] effective [Transfer 

Date]. 

This transition will not affect the quality or continuity of services that you receive. Our dedicated 

staff will ensure that all necessary arrangements are made for a smooth transition, and we are 

committed to providing uninterrupted support during this period. 

If you have any questions regarding this change or require further assistance, please do not 

hesitate to contact us at [Contact Information]. 

Thank you for your understanding and continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


