Team Announcement Memo
Communicate one operational change. State what changes, when it takes effect and what each reader needs to do.
To: [Team or audience]
From: [Name and role]     Date: [Date]
Subject: [Specific announcement]
Effective date: [Date and time]
What is changing
[State the change and who is affected in two or three sentences.]
Reason for the change
[Give relevant context and the expected result.]
Actions required
	Who
	Action
	Deadline

	[Person or team]
	[Specific action]
	[Date]

	[Person or team]
	[Specific action]
	[Date]

	[Person or team]
	[Specific action]
	[Date]



Support and follow up
Questions: [Contact and channel]
Reference document: [Current procedure or attachment]
Follow up date: [When the change will be reviewed]




