Notification of Replacement Account Representative [Replace with company letterhead]
Dear _________________: [Title and name of addressee]
  

Effective _________________ [date of new account representative commencing duties], _________________ [name of account representative] will have the title of ____________________ [new title], replacing _________________ [name of previous account representative, who _________________ [reason for previous account representative not handling this account anymore] recently. 

  

We all congratulate _________________ [previous account representative] on _____ [his/her] promotion. _________________ [name of new account representative] will now be handling your account and is look forward to working with you in _________________ [nature of capacity] new capacity. We know ______ [he/she] will serve you well. 

  

Sincerely, 

  

  

  

_________________ [title and name]
_________________ [signature]
