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From:
[Your Name, & Address here]

To:

[Recipient Name & address here]

[Date here]

Dear [name],


You are hereby notified that on [date of Assignment], we allocated and shifted our interest in the matter mention below to [Assignee name]. 
This assignment involves – 

· [Describe in brief what has been assigned] –


You are requested to send any future notices, payments or queries regarding this matter to [Assignee name] at [address of Assignee].

Regards,

[Your name]

Encl: [Enclosures List here]
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