Organizational Change Notification

Date: [Insert Date]

To: All Employees

From: [Your Name]

Subject: Notification of Organizational Changes

Dear Team,

We are writing to inform you of some upcoming changes within our organization that will take
effect on [effective date]. These changes are intended to [briefly explain purpose of change, e.g.,
improve efficiency, restructure teams, align with company goals].

As part of this reorganization, we will be [describe specific changes, e.g., creating new
departments, changing reporting structures, introducing new leadership roles]. We believe these
adjustments will enhance our operations and better position us for future success.

We understand that change can be challenging, and we are committed to providing support
during this transition. [Include any resources available, e.g., meetings, Q&A sessions, contact

information for queries].

We appreciate your understanding and support as we navigate these changes together. Thank you
for your continued dedication to our organization.

Sincerely,
[Your Name]
[Your Job Title]

[Company Name]



