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About This Email Series

This six-email series is designed to guide employees through an Al
transformation over a six-month period. Each email addresses a
specific stage in the change management journey:

e Email 1 (Month 1): Awareness - Introducing the change
Email 2 (Month 2): Education - Building understanding

e Email 3 (Month 3): Preparation - Getting ready for change
e Email 4 (Month 4): Launch - Implementation day

e Email 5 (Month 5): Reinforcement - Supporting adoption
Email 6 (Month 6): Optimization - Maximizing value
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How to use this template

Replace all [bracketed placeholders] with your specific information
Adjust timing based on your implementation schedule

Customize tone to match your organizational culture

Add relevant examples and metrics from your organization
Include links to internal resources and support channels




Emal 1

AWARENESS (MONTH 1)

Subject Line: Important Update: [Al Initiative Name] Coming to
[Department/Company]

Email Body

Hi [Name],
I'm writing to share exciting news about a change coming to our team: [brief description
of Al initiative].

Over the next [timeframe], we'll be introducing [Al tool/system] to help us [primary
benefit]. This is designed to make your work [better/easier/more impactful] by [specific
improvement].

Whatitis

[One paragraph explaining the Al system in simple terms. Focus on what it does, not how it
works technically. Example: 'This new system uses artificial intelligence to automatically
categorize and prioritize customer inquiries, so you can focus on the most urgent issues
first.']

Why Now

[One paragraph on business case and timing. Example: 'As our customer base has grown by
40% this year, we need smarter tools to maintain our high service standards. This Al system
has been successfully tested by similar companies and is ready for our use.']

What to Expect

e [Timeline point 1. e.g., 'Next week: Information sessions about the new system']
e [Timeline point 2: e.g., 'Month 2: Training sessions begin']
e [Timeline point 3: e.g., 'Month 4: System goes live']

Your Role

In the coming weeks, you'll [preview of what's coming for them]. We'll provide all the
training and support you need.

Questions?

Reply to this email or join our Q&A session on [date].

[Signature][Name][Title]



Email 2

EDUCATION

Subject Line: uUnderstanding [Al Tool]: What It Can (and Can't) Do

Email Body
Hi [Name],

As we get closer to launching [Al Tool], | want to make sure you understand exactly what
it does and how it will support your work.

What [Al Tool] Does:

e [Capability 1 with example: e.g., 'Automatically categorizes incoming tickets by urgency
and topic']

e [Capability 2 with example: e.g., 'Suggests response templates based on customer
history']

e [Capability 3 with example: e.g., 'Flags potential escalation issues before they become
critical']

What It Doesn't Do:

e [Limitation 1- why human input is still needed: e.g., 'Make final decisions—you always
review and approve actions']

e [Limitation 2 - why human input is still needed: e.g., 'Handle complex emotional
situations—these need your empathy and judgment']

e [Limitation 3 - why human input is still needed: e.g., 'Replace your expertise—it's a tool
to enhance what you already do well']

How It Helps You:

[Specific example of a typical task and how it will change]

Before: [Current process: e.g., 'You manually review 50+ tickets each morning to prioritize']
After: [New process with Al: e.g., 'Al pre-sorts tickets, you review top priorities first']

Time Savings: [Estimate: e.g., '45 minutes per day']

What You Focus On: [Higher-value activities: e.g., 'Building customer relationships and
solving complex issues']

Your Training:

You're enrolled in [training program] starting [date].
You'll learn:
e [Module 1. e.g,, 'Navigating the Al dashboard']
e [Module 2: e.g,, 'Interpreting Al recommendations']
e [Module 3: e.g., 'Customizing settings for your workflow']

Meet Your Success Story:

"[Quote from beta tester or pilot user about their positive experience.

[Signature][Name][Title]



Email 3

PREPARATION

Subject Line: Your [Al Tool] Training Starts Next Week

Email Body

Hi [Name],
Your training for [Al Tool] begins on [date]. Here's what you need to know:

Training Schedule:

e Session 1: [Date/Time] - [Topic: e.g., 'Getting Started & Interface Overview']
e Session 2: [Date/Time] - [Topic: e.g., 'Working with Al Recommendations']
e Session 3: [Date/Time] - [Topic: e.g., 'Advanced Features & Customization']

What to Bring:

e [Requirements: laptop, specific access, etc.]
e Questions about your current workflow
* An open mind!

How It Helps You:

To make the most of training, please:

1. [Preparation task 1. e.g., 'Complete the 10-minute pre-training assessment']

2. [Preparation task 2: e.g., 'Watch the 5-minute intro video']

3. [Optional: Review this resource: e.g., 'Review the quick-start guide (optional)']

Meet The Trainer

[Brief bio of trainer and their experience. Example: 'Your trainer will be Marcus Chen, who has
10 years of experience implementing Al systems and has trained over 500 employees on
similar tools. Marcus was also part of our pilot team and knows the challenges you might
face.']

Getting Ready

Starting [date], [Al Tool] will be available in [environment: e.g., 'the training sandbox']. Your
login credentials are ready. You'll get access after completing Session 1.

Support Resources

e Quick start guide: [link]
e Video tutorials: [link]
e Help desk: [contact]

See you at training!

[Signature][Name][Title]



Email 4

LAUNCH

Subject Line: [Al Tool] Goes Live Today! #

Email Body

Hi [Name],
Today's the day! [Al Tool] is now available for you to use.

Getting Started:

e 1. Log in at [URL]

e 2. Review your dashboard

e 3. Try the walkthrough tutorial

e 4. Start with [suggested first task: e.g., 'reviewing this morning's ticket queue']

Quick Tips:

e V [Tip 1: e.g, 'Start small—you don't need to use every feature on day one']

e V [Tip 2: e.g., 'Check the Al confidence score—higher scores mean more reliable
recommendations']

e V [Tip 3: e.g., 'Use the feedback button to help improve the system’]

Remember:

e Take your time learning - there's no rush
e Use the help features liberally
e Don't hesitate to ask questions

Support Desk:
e Help Desk: [Contact] for technical issues
e Super Users: [Names] are here to help with questions

e Manager: Schedule time with me anytime
Office Hours: [Schedule: e.g., 'Every Tuesday 2-3pm in Conference Room B']

What to expect:

Week 1-2: Learning curve is normal
Week 3-4: You'll start feeling comfortable
Week 5+: You'll wonder how you worked without it

Share your Experience:

e Drop by office hours to share wins and challenges

e Use #[hashtag: e.g., 'AlTools'] on [internal platform: e.g., 'Slack'] to connect with
colleagues

e Your feedback shapes how we improve

Closing Sentence

[Signhature][Name][Title]



Email 5

REINFORCEMENT

Subject Line: How's [Al Tool] Working for You?

Email Body
Hi [Name],

It's been a few weeks since we launched [Al Tool]. | wanted to check in on your experience.

Quick Pulse Check:

[Link to 2-minute survey]

What We're Hearing from Early Adopters:

e The most common feedback so far:

e [Positive feedback theme: e.g., 'Love the time savings']: [How you're addressing: e.g.,
'We're documenting best practices to share']

e [Challenge theme: e.g., 'Some recommendations seem off']: [How you're addressing:
e.g., 'We've updated the model based on your feedback']

e [Request theme: e.g., 'Would like mobile access']: [Status: e.g., 'Mobile app launching
next month!']

Tips from your Colleagues:

"[Tip from successful user: e.g., 'l batch-process Al recommendations in the morning and
afternoon, which helps me maintain focus on deep work in between']" - [Name: e.g., 'Jennifer']

Did you Know?

[Lesser-known feature that could help: e.g., 'You can set up email alerts for high-priority items
identified by the Al, so you never miss critical issues even when you're away from your desk.']

Getting more out of [the Al Tool]

Join our [date: e.g., 'January 25th'] session on [advanced topic: e.g., 'Advanced Filtering and
Automation'] - [registration link]

Keep the Feedback Coming:

e What's working well?
e What's frustrating?
e What feature would help most?

Reply to this email or submit feedback [here].

Thanks for being part of this change!

[Signature][Name][Title]



Email 6

OPTIMIZATION

Subject Line: You're a [Al Tool] Power User!

Email Body

Hi [Name],
You've been using [Al Tool] for [timeframe: e.g., '6 weeks'] now. Let's look at your impact!

Your Results

e [Metric 1: e.g., 'Response time']: [Your performance: e.g., '40% faster than before']
e [Metric 2: e.g., 'Customer satisfaction score']: [Your performance: e.g., 'Up from 4.2 to 4.6']
e [Metric 3: e.g., 'Cases resolved per day']: [Your performance: e.g., 'Increased from 12 to 18']

Team Impact:

e Together, we've achieved:

e [Collective metric 1: e.g., '25% reduction in average response time']
e [Collective metric 2: e.g., '500+ hours saved team-wide']

e [Collective metric 3: e.g., '15% increase in customer satisfaction']

What Next?

Ready to level up? Try these advanced features:
e [Feature 1: e.g., 'Predictive escalation detection']: [Benefit: e.g., 'Identify at-risk customers

before they churn']
e [Feature 2: e.g., 'Automated follow-up scheduling']: [Benefit: e.g., 'Never forget a promised

callback’]
e [Feature 3: e.g., 'Team collaboration mode']: [Benefit: e.g., 'Seamlessly hand off complex

cases to specialists']

Become a Champion

We're looking for [Al Tool] champions to mentor new users. Interested? [Link to apply]

Continue the Journey

e Monthly power user meetups: [Schedule]
e Advanced training: [Available courses]
e Beta access to new features: [How to join]

Thank You

Your adoption and feedback have been essential to our success. Let's keep building on this
momentum!

[Signature][Name][Title]



APPENDIX
Customization Checklist

Before sending these emails, customize the following elements:

Organization-Specific Information:

O Replace [Organization Name] with your company name
(O Replace [Al Tool/System Name] with your specific tool
(O Update [Department] references to match your structure

(O Add your organization's logo and branding

Support Resources Timeline and Dates:

() Add actual links to training materials (O Adjust all [Date] and [Timeframe] placeholders

(O Include real help desk contact information () Update training schedule dates

(O Name actual super users or champions (O Setrealistic milestone dates
() Provide accurate office hours schedule (O Coordinate email timing with implementation
schedule
Metrics & Results Tone & Voice
(O Replace generic metrics with your (O Adjust formality level to match company
actual KPIs culture
() Use realistic time savings estimates (O Remove or add emojis based on company style
(O Include real success stories or beta @ Persensiize grestng snd < esing
test results (O Add any required legal or compliance

(O Update team impact numbers in Email 6 disclaimers

Additional Recommendations

e Review with legal/HR: Ensure all communications comply with company policies

e Test with pilot group: Get feedback on tone and clarity before broad rollout

e |ocalize as needed: Translate for international teams or adapt for regional differences

e Track engagement: Monitor open rates and feedback to refine future communications

e Complement with other channels: These emails work best alongside town halls, manager
conversations, and training sessions

Have any questions? Reach out at david@sdonamusi.co



