
Internal Memo 

To: All Employees 

From: [Your Name], [Your Position] 

Date: [Insert Date] 

Subject: Important Update: Merger Details 

Dear Team, 

We are pleased to announce that as part of our strategic growth initiative, [Company Name] will 

be merging with [Partner Company Name]. This merger is expected to enhance our market 

position and provide new opportunities for all employees. 

Key Details: 

• Effective Date: [Insert Date] 

• New Company Name: [Insert New Company Name] 

• Leadership Structure: [Brief description of new leadership roles] 

Next Steps: 

We encourage you to attend the upcoming town hall meeting on [Insert Date and Time] for 

further information and to have your questions addressed. 

Thank you for your continued hard work and dedication during this transition period. We are 

excited about the possibilities that this merger brings. 

Best regards, 

[Your Name] 

[Your Position] 


