Notification of Transformation Change
Process

Date: [Insert Date]
Dear [Recipient's Name],
We are writing to inform you about an upcoming transformation process within our organization.

This change is a strategic decision aimed at improving our operations and achieving our long-
term goals.

Overview of the Change

Starting from [Insert Start Date], we will be implementing [Briefly describe the changes, e.g.,
new systems, processes, or structures]. This transformation is essential to enhance efficiency and
service delivery.

Key Details

e Transition Period: [Insert duration]
o Expected Outcomes: [List outcomes]
e Support Provided: [Describe support, such as training sessions]

Next Steps

Please attend the informational meeting scheduled on [Insert Date and Time] at
[Venue/Platform]. We will provide further details and answer any questions you may have.

We appreciate your cooperation and support during this transition. Together, we can achieve a
smoother process and successful transformation.

Best regards,

[Your Name]

[Your Position]
[Organization Name]
[Contact Information]



