Letter of Implementation for Online
Correspondence Methods

Date: [Insert Date]

To: [Recipient's Name]

Title: [Recipient's Title]

Organization: [Recipient's Organization]
Address: [Recipient's Address]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to inform you about the implementation of new
online correspondence methods that will enhance our communication and collaboration.

The decision to utilize these online platforms comes from our continued commitment to
improving efficiency and accessibility in our communications. The following methods will be
put into practice:

« Email Communication via [Platform]
e Video Conferencing through [Platform]
e Project Collaboration through [Platform]

The transition to these online correspondence methods is scheduled to begin on [Implementation
Date]. We believe that these changes will significantly improve our workflow and maintain
strong lines of communication.

We appreciate your cooperation and support during this transition period. Should you have any
questions or require further information, please do not hesitate to reach out.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]
[Your Contact Information]



