Hi Client Name – [Insert a pleasant and friendly greeting here: I hope you had a nice weekend, etc.]

I’m writing for two reasons: first, to thank you for your business over the last two years and second, to bring you up to date on some changes to our client service plan going forward.

The last few months have been unbelievable for [your company], and we are growing by leaps and bounds.

As you can imagine, one of the problems associated with growing a business is continuing to provide our clients with the level of service they deserve. For that reason, I/we have had to make some very difficult decisions in order to deliver the best outcomes and the highest level of attention.  Moving forward, we will be limiting our client services to [industry, specific service, etc.]

As a result, I will be transitioning some clients over the next 60 days.  We will continue to handle all of your needs up to [date], after which point I will work with the vendor you select to replace us in whatever way you prefer.

Our contract requires 30 days’ notice, so I will completely respect your decision for an appropriate end date should you wish to move forward with another vendor earlier than [date].  I will also provide some suggestions for other companies that can help you.

I will touch base in the next week or so to finalize the details and answer any questions you may have about the process. Thank you again for your support; it has been a pleasure working with you over the years.

Sincerely,

Your Name

