[image: C:\Users\nina\AppData\Local\Microsoft\Windows\INetCache\Content.Word\Vision_Logo_CMYK.PNG]
Handoff Email from PM to Support
CC: support@visioninternet.com
Subject: Vision Support contact information

Body:
Hi [CONTACT NAME],

I want to congratulate you on your recent website launch. The site looks fantastic and I hope you are getting great feedback from your users!

Now that your site is live, I’d like to formally introduce you to our Vision Tech Support Team. Our support analysts are experienced technical liaisons who can give timely answers to how-to questions, bug reports, design requests, visionLive release information, and anything else involving the maintenance of your visionCMS site.

Vision Support Team
email: support@visioninternet.com (CC’d)
phone: (310) 656-3100, option 2
in the CMS: click the yellow "? HELP" tab on the right of any CMS back end page

General support hours are Monday through Friday, 6AM-6PM Pacific Time. However if your website is down after-hours and you require emergency support, you can still call their number for emergency options.

I’ve brought the team up to speed on the details of your project, and they are available to assist you with any questions and requests going forward. While our support analysts work as a team, you will likely be connected primarily with [AGENT]. Don’t feel shy about contacting them for your next request!

[bookmark: _GoBack][That said, I am still your point of contact for (the intranet site / Library subsite / describe any other items you will continue to own).]

Thank you again for all your hard work and collaboration on this project. I’ve truly enjoyed working with you and your team, and we look forward to supporting the [City] for years to come!
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