
[Your Company Letterhead] 

[Date] 

[Team Name] 

[Department Name] 

[Company Name] 

Subject: Team Announcement 

Dear Team, 

We are excited to share some important updates with you regarding [brief 

description of the announcement - e.g., new hires, promotions, changes in 

leadership, upcoming events]. 

1. **Announcement Details**  

 - [Detail 1: Provide specific information about the announcement]  

 - [Detail 2: Further elaboration as necessary]  

 - [Detail 3: Any additional relevant information]  

2. **Impact on the Team**  

 - [Explain how this announcement affects the team and any changes to 

workflow or structure]  

3. **Next Steps**  

 - [Outline any actions required from the team, upcoming meetings, or 

opportunities for feedback]  

Thank you for your attention to this announcement, and your continued 

dedication to our goals. If you have any questions or need further 

clarification, please feel free to reach out. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Contact Information]  

[Company Name] 


