[COMPANY NAME]
[ADDRESS]
[CITY, STATE, ZIP CODE]
[DATE]

Subject: Important Update: Changes to Internal Systems and Tools
Dear [Employee’s Name/Team/Valued Stakeholders],
We are excited to announce upcoming changes to our internal systems and tools, which are designed to [improve efficiency, enhance functionality, provide better integration, etc.]. These updates will take effect on [DATE].
What’s Changing
The changes include:
· [New System/Tool Name]: [Brief description of what the tool is and its purpose].
· [Retiring Tool/System Name]: [Details about any tools being phased out and why].
· [Additional Changes or Enhancements]: [Include any other relevant details].
Impact on You
· Access: [Details on how employees will access the new system, e.g., “You will receive login credentials via email.”]
· Training: [Details on any training or resources provided, e.g., “Mandatory training sessions will be held on [dates].”]
· Downtime: [Mention any expected downtime, if applicable, e.g., “The current system will be unavailable from [time] on [date] to [time] on [date].”]
Support and Questions
We understand that adapting to new tools can take time. To support you during this transition, we have created a [help guide/FAQs/training video] available at [link/location]. Additionally, our [IT/Support Team] will be available to assist with any questions or technical issues. You can reach them at [Email Address/Phone Number].
Thank you for your cooperation and enthusiasm as we implement these improvements. We are confident these changes will enhance your experience and contribute to our continued success.

Yours sincerely,
……………………………………………………….

[NAME]
[TITLE/POSITION]
[COMPANY NAME]
