
Data Migration Team Assignment 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Data Migration Team Assignment Notification 

Dear [Recipient's Name], 

We are pleased to inform you that you have been selected to be a part of the Data Migration 

Team for the upcoming project. Your expertise and experience are crucial for the success of this 

initiative. 

Team Members: 

• [Member 1] 

• [Member 2] 

• [Member 3] 

• [Your Name] 

Project Overview: 

[Brief description of the project and its goals.] 

Key Responsibilities: 

• Data analysis and mapping 

• Data cleansing and validation 

• Migration execution and testing 

• Documentation and reporting 

The kickoff meeting is scheduled for [Insert Date and Time] at [Location/Platform]. Please be 

prepared to discuss your role and share any preliminary thoughts you may have. 

We are excited to have you aboard and look forward to your valuable contributions to the team. 

Best regards, 

[Your Name] 

[Your Position] 



[Your Contact Information] 


