Subject: Upcoming Digital Transformation
Changes

Dear Team,
We are excited to announce that our organization will be undergoing significant digital
transformation changes aimed at enhancing our operational efficiency and improving overall
customer experience.
The following changes will be implemented:

« Introduction of a new project management software by January 15, 2024.

« Transition to a cloud-based data storage solution by March 1, 2024.

o Upgraded customer relationship management (CRM) system by April 30, 2024.

Please take note of the following important dates:

e Information session: December 10, 2023, at 2 PM
e Training sessions: December 15-20, 2023

We understand that changes can be challenging, and your support and cooperation will be
essential during this transition. If you have any questions or need further information, please feel
free to reach out to your manager or the HR department.

Thank you for your continued dedication as we embark on this exciting journey together.

Best regards,

[Your Name]

[Your Position]

[Company Name]



