[bookmark: _GoBack]The goal of this message is to communicate an awareness to the leadership of the impacted areas ahead of notifying the user communities they oversee, providing them the information needed (at a high level), to know Who, What, Why, and When.  The below template provides prompts for the type of information to communicate, allowing the writer to replace the underlined areas with applicable information, adjusting as needed.  Send out as email or link to location where the document is hosted on a Web site/SharePoint site. Remove this section from the final communication. 

To:	Senior Leadership of Areas Impacted (i.e. Secretaries, Commissioners, CIO’s, etc.)
From:	Executive Sponsor Name, Title, and Project Team Name
Date:	Date of Message
Subj:	Initial Announcement of the Project Name (spell out acronyms)

This message is to announce an upcoming project to  5-7 word description here (i.e. introduce online reservation services, modernized the ABC System, etc.) to area[s] impacted (i.e. all of State Government, Agency X, Hospitals throughout Vermont, general public, etc.).  This project will start in/on timeframe/date here and is estimated to take approximately (estimated duration or end date here).  The Project acronym here Team, with assistance from Contractor name here (remove this Vendor reference if not applicable), will next begin their work to next phase/steps here (i.e. gather requirements, procurement, assess the impacts of this change and further their planning and communications, etc.).    We are undertaking this initiative now to list risk avoidance here (make the change before the costs increase, avoid further penalties from missed reports, etc.), while additional benefit’s anticipated from this change include:
· Benefit 1
· Benefit 2
Organizational Change Management (OCM) is an approach to help transition through this anticipated change, and will be utilized to improve communications and enhance both the experience of those impacted and the overall quality of project outcomes.  To get started, the Project acronym here Team will work with a representative you select as a Change Agent for your area, to be sure the detailed information is reaching those that need it, while ensuring any specific requirements or concerns are communicated back to the Team.  We estimate the time required for each Change Agent to only be anticipated effort (i.e. a few hours per week).  The individual you assign should be a good communicator and have the authority to assemble and facilitate group meetings.   Please email the name and contact information of your assigned Change Agent on or before desired date here, to hyperlinked email address here.
 
Next steps include a similar message to all impacted areas identified so far, along with a brief survey to identify their initial concerns and questions.  We ask that you follow the prompt at the end of this message to also take the survey to let us know your initial thoughts.  The Team will utilize the feedback received for project planning and to address any immediate questions or concerns. We’ll continue to keep you and your staff updated as progress continues and new information is available.  Thank you in advance for your support throughout this endeavor, and we encourage you to use and direct your staff to the Change Agent you assign and to our project website for more information including answers to frequently asked questions (FAQ’s) and links to contact the Team with questions anytime at link here.
Please complete our Initial Impact Assessment Survey and Feedback Questionnaire at: survey link here.
