
Subject: Announcement of Change Initiative 

Dear [Team/Department Name], 

We are reaching out to inform you about an important change initiative that will be implemented 

starting [Start Date]. This initiative aims to [briefly describe the purpose of the change initiative]. 

The key objectives of this change include: 

• [Objective 1] 

• [Objective 2] 

• [Objective 3] 

We understand that change can bring about uncertainties, and we want to assure you that we are 

committed to supporting you throughout this process. To facilitate a smooth transition, we will 

be conducting [training sessions, workshops, or meetings] on [dates/times]. 

We encourage you to share your thoughts and questions during this period. Please feel free to 

reach out to [Contact Person/Role] at [Contact Information]. 

Thank you for your cooperation and support as we embark on this important journey together. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


