
Internal Briefing: Upcoming Product Release 

Date: [Insert Date] 

To: [Team/Department Name] 

From: [Your Name] 

Subject: Internal Briefing on [Product Name] Release 

Introduction 

Dear Team, 

I am pleased to inform you that we are set to release [Product Name] on [Release Date]. This 

briefing outlines key details regarding the product and our plan for a successful launch. 

Product Overview 

[Brief description of the product, its features, target audience, and unique selling points.] 

Timeline 

• [Date]: Final testing completed 

• [Date]: Marketing materials distributed 

• [Date]: Launch event scheduled 

Roles and Responsibilities 

We each have critical roles to play in ensuring the success of this launch: 

• [Role/Team Name]: [Responsibility] 

• [Role/Team Name]: [Responsibility] 

• [Role/Team Name]: [Responsibility] 

Next Steps 

We will hold a follow-up meeting on [Meeting Date] to discuss progress and address any 

questions. Please come prepared with updates regarding your assigned tasks. 

Conclusion 



I appreciate everyone's effort and dedication as we approach the launch of [Product Name]. 

Together, we will make this a success. 

Best Regards, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


