
Date: [Insert Date] 

To: [Recipient Name/Stakeholder] 

Case Number: [Insert Case Reference Number] 

Subject: Notice of Internal Case Reassignment and Status Update 

Dear [Recipient Name], 

We are writing to inform you that the management of your case has been reassigned within our 

department. This change is part of an internal restructuring to ensure your matter receives the 

most appropriate expertise and attention. 

New Point of Contact: 

• Name: [Insert New Lead Name] 

• Title: [Insert Title] 

• Email: [Insert Email Address] 

• Phone: [Insert Phone Number] 

Current Status Update: 

The case is currently in the [Insert Status, e.g., Review/Investigation/Pending Approval] phase. 

The previous lead has provided a comprehensive handover, and [New Lead Name] is now fully 

briefed on all documentation and prior communications. 

Next Steps: 

You can expect the following actions to occur by [Insert Date]: 

• [Insert Action Item 1] 

• [Insert Action Item 2] 

Please direct all future correspondence regarding this case to the new contact listed above. Thank 

you for your patience during this transition. 

Sincerely, 

[Your Name] 

[Your Title] 

[Department Name] 


