
Subject: Important Announcement 

Regarding Our Business 

Dear Team, 

We are writing to inform you about an exciting development regarding the future of our 

company. As part of our growth strategy, we are pleased to announce that we have entered into 

an agreement to acquire [Acquiring Company Name], effective [Date]. 

This acquisition represents a significant opportunity for both our employees and our customers. 

By combining our strengths with [Acquiring Company Name], we will enhance our capabilities, 

expand our market reach, and provide even greater value to our clients. 

We understand that you may have questions or concerns about this transition. We want to assure 

you that our priority remains our employees and maintaining a supportive work environment. We 

are committed to a smooth integration process and will provide you with regular updates 

throughout this transition. 

In the coming weeks, we will host a town hall meeting where we will share more details about 

what you can expect moving forward. Please feel free to reach out to your managers or the HR 

team with any immediate questions. 

Thank you for your continued dedication and hard work. Together, we are embarking on a new 

and exciting chapter for our company. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Company Name] 


