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	Note: This letter is for use when system users are being migrated from one system to another. The purpose of this letter is formally communicate to end users/customers that their county (or other entity) has been successfully migrated and provides some detail as what system and network access has been disabled and contact information for any pertinent issues. This table is not part of the template itself and should be removed by those using this template.


<Month Day, Year>
TO:
<NAME>, <TITLE>
SUBJECT: <CURRENT SYSTEM> NO LONGER SYSTEM OF RECORD NOTICE
As of today, <Date>, your county has migrated to the <New System> application, and <Current System> is no longer the system of record for your county. Your county’s access to various <Current System>-provided applications has been disabled as of today, including:
<New System> will be handling help desk support for any migration related issues, including the <Current System> Legacy Data Solution, and should be contacted following the <New System> processes for reporting issues. However, if your county has an issue that you believe is directly related to <Current System> business, please contact <Current System> Customer Support at <phone number> or via e-mail at <e-mail address> and ask them to open a ticket on your behalf.
On <date>, <Current System> sent out a ‘30 Day Notification of <Current System> Network Infrastructure Disconnection’ informing the counties how <Current System> planned to disable the network/circuits and asking the counties to assess and confirm network readiness for cutover. As a part of the county activities to prepare for the migration, counties were required to put in place a county network that would provide access to county applications as well as state applications such as ____ and ____. The county network will access state applications via the OTech Point of Presence (PoP) router located at one of your county sites.

To assist counties in identifying network traffic that needed to be rerouted, OTech began providing daily IP Accounting (i.e. IP Monitoring) reports to the <Current System> Project. A copy of the latest IP Accounting report, providing a summary of traffic volume across the routers, has been attached for your review (Appendix A: OTech Router Traffic Summary). <Current System> notified OTech to disable the network infrastructure according to plan, on <date>. The attached network disconnection plan (Appendix B: Visio Network Disconnection Plan) illustrates how the network disconnections occurred.
If you have any questions or concerns regarding this notification, please contact the System Decommission Communications group at <e-mail address>.
Sincerely,

<NAME>
<Current System> Project Director

cc: 
Attachment (Appendix A: OTech Router Traffic Summary, Appendix B: Visio Network Disconnection Plan)

