
Change Management Notification 

Date: [Insert Date] 

To: [Team Members/Specific Team Name] 

From: [Your Name/Your Position] 

Subject: Change Management Notification 

Dear Team, 

We are writing to inform you of an upcoming change that will affect our team. As part of our 

ongoing efforts to improve our processes and efficiency, we will be implementing [brief 

description of the change, e.g., "a new project management system" or "a change in team 

structure"]. 

This change will take effect on [effective date]. We understand that this may require adjustments, 

and we are committed to supporting you through this transition. 

Key Details: 

• Reason for Change: [Insert Reason] 

• Impact on Team: [Brief overview] 

• Training Sessions: [Details about any training or support] 

• Feedback Mechanism: [How team members can ask questions or provide feedback] 

Your understanding and cooperation are greatly appreciated as we move forward with this 

change. Should you have any questions or concerns, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


