
Notice of Transition to Electronic Messaging 

Systems 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. As part of our ongoing effort to enhance communication 

and improve efficiency, we are excited to announce that we will be transitioning to an electronic 

messaging system effective [Insert Date]. 

This change will allow us to streamline our communication processes and provide quicker 

responses to your inquiries. All future communications will be conducted via [specific 

platform/email], which is designed to offer a more efficient and environmentally friendly way to 

stay in touch. 

Please make sure to update your contact information and check your electronic inbox regularly to 

stay informed about important updates and information. We appreciate your cooperation and 

understanding during this transition. 

If you have any questions regarding this change, please feel free to reach out to us at [Contact 

Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


