Dear Team,

We are excited to announce a new change management initiative that aims to enhance our
operations and support our growth. Your collaboration and feedback are essential in this process.

Overview of the Change

This initiative will involve [briefly describe the changes being implemented]. These changes will
help us [explain the benefits of the changes].

Timeline

The initiative is set to roll out beginning [start date], with the following key milestones:
e [Milestone 1 - Date]

e [Milestone 2 - Date]
e [Milestone 3 - Date]

Your Role

We encourage each of you to actively participate by [explain how employees can be involved].
Your insights will be invaluable during this transition.

Next Steps

In the coming weeks, we will hold information sessions to discuss the initiative in detail. Please
keep an eye on your inbox for more information.

Thank you for your continued dedication and support as we navigate these changes together.

Sincerely,

[Your Name]
[Your Position]
[Company Name]



