
Service Transition Notice 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Transition of Services 

Dear [Recipient Name], 

We would like to inform you about the upcoming transition regarding [specific service or project 

name]. This transition is essential to enhance our services and ensure we continue to meet your 

needs effectively. 

Transition Details: 

• Effective Date: [Insert Date] 

• New Service Provider: [Name of New Provider] 

• Key Changes: [Briefly list key changes] 

We are committed to making this transition as smooth as possible. Should you have any 

questions or need further assistance, please do not hesitate to reach out to us at [Your Phone 

Number] or [Your Email Address]. 

Thank you for your understanding and support during this transition period. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


