Workforce Transition Memo

Date: [Insert Date]

To: [Insert Recipient Name]

From: [Insert Your Name]

Subject: Workforce Transition Update

Dear [Recipient Name],

As part of our ongoing efforts to streamline operations and adapt to changing market conditions,

we are initiating a workforce transition plan. This memo serves to inform you of the key details
and timeline associated with this transition.

Overview of the Transition

The transition will involve the following changes:

o [Detail 1]

e [Detail 2]

o [Detail 3]
Timeline

The transition will take place in the following phases:
1. [Phase 1: Date]

2. [Phase 2: Date]
3. [Phase 3: Date]

Support and Resources

We are committed to providing support during this transition. Resources available include:
e [Resource 1]
e [Resource 2]
e [Resource 3]

If you have any questions or require further information, please do not hesitate to reach out.

Thank you for your understanding and support during this transition.



Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



