
[Your Name]  

[Your Position]  

[Your Team/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Team/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to officially 

communicate the movement of [Player's Name], who will be 

[joining/leaving] [Team Name] as of [Effective Date].  

[Provide a brief overview of the player's contributions, achievements, 

and impact on the team. Mention any relevant statistics or memorable 

moments.]  

We believe that this transition will be beneficial for both parties, as 

[Player's Name] will [explain the expected benefits for the player/team].  

Please feel free to reach out if you have any questions or need further 

information.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Team/Organization] 


