Dear [Board Members/Stakeholders],

I hope this message finds you well. I am writing to provide an update on the recent transition of
our workspace as we navigate through these changes.

As of [date], the following updates have been implemented:

o New workspace layout has been finalized.
« Technology upgrades, including [specific tools/softwares], have been completed.
e Our team has been briefed on the new protocols and processes.

We believe these changes will enhance our productivity and collaboration as a board. We
appreciate your support and flexibility during this transition period.

Should you have any questions or concerns, please feel free to reach out.

Best regards,

[Your Name]

[Your Title]

[Your Organization]



