
Workplace Transition Notification 

Date: [Insert Date] 

Dear [Employee/Team Name], 

We would like to inform you about an important transition that will take place within our 

workplace. This change is aimed at [insert purpose of transition, e.g., enhancing productivity, 

improving collaboration, etc.]. 

Transition Details: 

• Effective Date: [Insert Date] 

• New Roles/Responsibilities: [Insert Details] 

• Training/Support Provided: [Insert Details] 

We understand that transitions can bring about questions and concerns. We are committed to 

making this process as smooth as possible, and we encourage you to reach out with any 

questions or feedback. 

Thank you for your continued support and dedication during this transition. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


