
[Your Company Logo] 

[Date] 

[Department Name] 

[Subject: Internal Announcement] 

Dear Team, 

We are excited to announce [briefly state the purpose of the 

announcement, e.g., a new project, policy change, or event]. 

Details: 

- **What:** [Describe the announcement in detail] 

- **When:** [Specify date and time] 

- **Where:** [Provide location or platform] 

- **Who:** [Identify key participants or guests] 

We encourage everyone to [highlight any actions required from the 

recipients, if applicable]. 

Thank you for your attention, and we look forward to your participation! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Company Name] 


