
ERP Change Management Notification 

Date: [Insert Date] 

To: [Insert Recipient Name]  

From: [Insert Sender Name]  

Subject: Important Update: ERP System Changes 

Dear [Recipient Name], 

We are writing to inform you of upcoming changes to our Enterprise Resource Planning (ERP) 

system. These changes are aimed at enhancing our operational efficiency and improving the 

overall user experience. 

Key Changes: 

• Improved user interface for easier navigation. 

• New reporting features for better data analysis. 

• Integration with cloud services for enhanced accessibility. 

Implementation Timeline: 

The updates will be implemented on [Insert Implementation Date]. Please ensure that all 

necessary preparations are made by this date. 

Training and Support: 

We understand that changes can be challenging, therefore, training sessions will be held on 

[Insert Training Dates]. Please mark your calendars and feel free to reach out for assistance 

during this transition. 

We appreciate your understanding and support as we make these necessary changes. 

Thank you for your cooperation. 

Sincerely, 

[Sender Name]  

[Sender Title]  

[Company Name]  

[Contact Information] 


