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California Health and Human Services Agency

Office of Systems Integration

P.O. Box 138014

Sacramento, California 95813-8014

(916) 255-0400   FAX: (916) 255-0422


	Note: The purpose of this letter is formally communicate to stakeholders the beginning of the System Decommission project.  This table is not part of the template itself and should be removed by those using this template.


<Month Day, Year>
TO:
       List of User Groups and Contacts
SUBJECT:  <Project Name> PROJECT SYSTEM DECOMMISSION
<Provide a description of why the project is initiating system decommission>
<If applicable, make reference to related migration schedule>

System decommission activities will be conducted according to a formal project plan. Communications regarding the effort will display the logo as introduced in the upper right corner of this letter.

<Project Name> State managers, <Name> and <Name>, are leading the effort, engaging other State managers, the <user support group>, sponsors, and internal and external stakeholders in workgroups and meetings. The System Decommission Communications Workgroup is developing tools, such as newsletters, web postings and emails, to keep stakeholders informed. 
Anticipate future system decommission communications, and forward any questions or suggestions to <Communications group name> at <group e-mail address>. 
Sincerely,

<Name>
<Project Name> Project Director

cc:
<Name>, OSI Director
       
<Name>, Sponsor Agency 

<Name>, User Group Executive
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Do Your Part to Help California Save Energy
To learn more about saving energy, visit the OSI web site at http://www.osi.ca.gov
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