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    Windows2000 General Notification Email Sample



Communication to users helps smooth migrations by letting them know what to expect and assuaging fears. Along those lines, an email explaining the migration and how users will be impacted is an important early step. Below is sample text from an email notification letting users know they will be migrated to Windows2000 and how it concerns them:

Enron is upgrading to Windows2000 professional.

The most substantial changes will be:
· Organizer is going away.
· We will need to rely on the calendar feature in Lotus Notes.
· Everything in Organizer is mirrored in Lotus Notes.
· As a safeguard, you may want to print your calendar, the week prior to the migration.
· Windows2000 is a web-based environment.

As part of this process, RAC Credit Risk Manaement will be migrated in the comming weeks, but some preparation for the migration will occur sooner. 

Over the next week, you will receive an email that will automatically inventory your computer. The following week, a member of the Windows2000 Migration Team will be by to verify the inventory and talk with you about your most important applications.

Later, you will receive follow-up emails discussing training opportunities, reminding you about the migration, any updates on the migration schedule, and more details about the actual day of the migration.

Action Items for you include:
· Open the Notes Inventory email when you receive it on your own computer (assistants should make sure the email intended for their manager is opened by their manager on their own computer). DO NOT OPEN THE INVENTORY IN A TERMINAL SESSION – otherwise your machine will not be inventoried.
· Take a moment to visit with the Windows2000 Migration Team member to ensure the inventory of your computer is accurate.
· Please make every attempt to schedule and attend training when training information becomes available.
· Watch for further emails with updates and instructions on how to make sure all the files on your local machine are backed up.
 
If you have questions, please feel free to call Lee Steele ext 58259. We think you will be pleased with the new features of the web-based environment of Windows2000 and with the speed of our new computers!  Again, thank you for your help in making this a smooth transition to Windows2000. Thank you!

Please remember to include the Deployment Manager for your business unit in any general email notifications sent to users about the Windows2000 deployment. Our team members will be better prepared to answer questions and assuage concerns when they know exactly what has been communicated to users. 
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