Dear [Team/Client Name],

We hope this message finds you well. In light of recent circumstances and to enhance our
communication effectiveness, we are excited to announce that we will be transitioning to online
communication platforms for all our meetings and interactions.
Starting from [Start Date], we will be utilizing [Name of Platform, e.g., Zoom, Microsoft Teams,
etc.] to facilitate our virtual meetings. This change is aimed at providing a more flexible and
efficient way to connect, collaborate, and share information.
Please find below the key details:

o Platform: [Name of Platform]

e Meeting Link: [Insert link]

o Access Instructions: [Brief instructions on how to join]

e Support: If you encounter any issues, please contact [Support Contact Information]
We appreciate your understanding and cooperation during this transition. We are confident that
this change will lead to improved communication and collaboration. If you have any questions or
concerns, please feel free to reach out.

Thank you for your continued support.

Best Regards,
[Your Name]
[Your Position]

[Your Company]



