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[Your Name]
[Your Title]
[Company Name]
[Company Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]
[Recipient's Name or General Salutation like 'Dear Stakeholders']
[Recipient's Title or '']
[Recipient's Company or '']
[Recipient's Address or '']
Subject: Notification of Ownership Transfer
Dear [Recipient's Name or 'Stakeholder'],
I am writing to formally announce that as of [Transfer Date], the ownership of [Company Name], previously held by [Previous Owner’s Name], has been officially transferred to [New Owner’s Name]. This decision was made [provide a brief reason for the transfer if applicable, e.g., due to retirement, strategic realignment, etc.].
[New Owner’s Name] brings a wealth of experience in [describe new owner's background and relevant experience], and is enthusiastic about not only continuing the strong traditions we have established at [Company Name] but also implementing innovative strategies for growth and improvement.
Please be assured that this transition will not affect our existing agreements, obligations, or the quality of services we provide. All ongoing projects and services will continue as planned without interruption.
We are committed to making this transition as smooth as possible and have taken all necessary steps to ensure a seamless changeover. [New Owner’s Name] is eager to maintain and enhance the trusted relationships we have built with all our valued clients, suppliers, and partners.
We understand that a change in ownership might prompt questions or concerns. We encourage you to reach out to us directly at [Your Contact Information or New Owner's Contact Information]. [New Owner’s Name] is looking forward to meeting you personally and discussing our future plans.
Thank you for your continued support and partnership. We are excited about what the future holds under the new ownership and believe that together, we can achieve great success.
Sincerely,
[Your Signature if sending a hard copy]
[Your Printed Name]
[Your Position]
[Company Name]
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