Letter from the prior agent to their clients introducing the new agent

<current-date>

<client name>
<client address>

[if sent by email, the prior agent should ‘cc the new agent]

Subject: My retirement, and introducing you [new-agent-name]

Dear <client-name>, 

I hope this message finds you well! I am writing to share some personal news and important changes regarding the management of your Medicare & healthcare needs. After many rewarding years as your dedicated Medicare agent, I have decided to retire. It's been an immense pleasure to serve you, and I thank you for the trust and friendship we've built together. 

I want to ensure a seamless transition for you, so I've taken great care to choose a successor who is not only highly capable but also someone I trust greatly.

I am delighted to introduce <New-Agent's-Name> as your new Medicare agent. <New-Agent's-Name>] comes with exceptional expertise and a warm, approachable manner that makes every interaction a pleasant experience. I have full confidence in their ability to manage your Medicare needs with the same level of care and dedication that I have strived to provide – I would certainly trust them with my own family and friends! I am confident you will find [New Agent's Name] to be a valuable resource and a trustworthy advisor.

<New-Agent's-Name> will also send you an email and letter introducing themselves. In the meantime, they can be reached at <xxx-xxx-xxxx>. If you have any questions, my own contact information is below.

Warm regards,
<prior-agent-name>
<prior-agent-contact>

Letter from the new agent to their clients introducing themselves
<current-date>

<client name>
<client address>

[if sent by email, the new agent should ‘cc the prior agent]

Subject: Greetings and introduction – your new agent for Medicare

Dear client-name>,

I hope this letter finds you in good health and spirits! My name is <new-agent-name> and it is with great enthusiasm that I introduce myself as your new agent to assist with your Medicare needs. I have had the privilege of working closely with <prior-agent-name> as they step into a well-deserved retirement.

A little about myself – I am originally from <new-agent-hometown> and have spent several years in the Medicare field, helping clients navigate their coverage with ease and confidence. I also enjoy <mention hobbies – e.g., hiking, reading, cooking>, which keep me energized and continuously learning. 

<prior-agent-name> has been a wonderful mentor and has briefed me on your preferences and requirements, ensuring that the transition will be as smooth and seamless as possible. I am committed to upholding the high standards of service and trust you have come to expect, and I am eager to meet you—either virtually or in person—to discuss how we can continue to meet your Medicare needs effectively. 
Please let me know if you have any immediate questions and if not, I looked forward to speaking ahead of this years annual enrollment period in October. My contact information is below and I am ready to assist.
Warm regards,
<new-agent-name>
<new-agent-contact>





