
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Knowledge Transfer Notification  

I hope this message finds you well. We are writing to inform you of an 

upcoming knowledge transfer session related to [specific project or 

topic] scheduled for [date] at [time]. This session aims to ensure a 

smooth transition of knowledge and information essential for [describe 

purpose, e.g., project continuation, training new staff, etc.].  

Details of the Knowledge Transfer Session:  

- **Date:** [insert date]  

- **Time:** [insert time]  

- **Location:** [insert location or specify if it will be virtual]  

- **Duration:** [insert duration]  

- **Participants:** [list participants]  

During this session, we will cover:  

- [Key Topic 1]  

- [Key Topic 2]  

- [Key Topic 3]  

Please prepare any questions or topics you would like to discuss. We 

value your participation and look forward to your contributions.  

Thank you for your cooperation. Should you have any questions in the 

meantime, feel free to contact me at [your phone number] or [your email 

address].  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


