Email template 1 - Initial Workshop Invitation 

Ladies and Gentlemen,

Some of you will have been contacted previously about the conduct of the workshops on insert date(s) being run under the auspices of the ??? Program. For others this will be the first time we have contacted you about the workshops.
Broadly speaking, the scope of this project is insert clear and concise definition of the project scope (please ensure it is easy to understand). 

Insert name of project sponsor, in his/her role as Project Sponsor, will 'open' the workshop to provide context for you and answer any questions you may have. 

The workshop(s) will run from 0900 - 1700 and the venue is as indicated above.

In simple terms the purpose of the workshops is to ask you to create or optimise your future ?? process. 

At the conclusion of the workshop(s), the project team will document the outcomes and make them available to you for review and feedback. On insert date of Confirmation workshop (please note your diaries pending another invitation), a confirmation workshop will be convened at which time you'll be asked to refine the processes such that they will then represent a '95% solution'. Finally on insert date of Agreement workshop you'll be asked to collectively agree the processes during these workshops.
Would you please indicate your availability for this Initial workshop as soon as possible.

Thank you,

Insert your name, title and contact details here
Email template 2 – Post Initial workshop documentation distribution
Thank you for your attendance and input during the Initial workshop(s).

As promised, we have attached the completed process maps and supporting documentation for your review and further input. 

As agreed during the workshop, we appreciate you taking the time to:

· Review the process maps and supporting documentation and seek input from your colleagues

· Change or enhance both the process maps and documentation as appropriate.

All your suggestions and changes, including to the process maps, should be recorded by you in the process documentation spreadsheet. Please ensure that “tracking” is turned on to allow us to easily identify your suggestions. Please send your input back to the project team using the group mailbox – ????@??????
At the end of the workshop we asked that you think about and gather further information on:

· Process metrics how many transactions go through the various processes we discussed what metrics/ transactions of significant volume should we know about and consider in our design?

· People Capability and Skills Matrix – please review the attached sample template that we will use during the Confirmation Workshop.  Consider the capabilities and skills required for ??? staff:

· What training and role changes will be required to execute the processes discussed for the current state process?

· What training and role changes will be required to execute the processes discussed for the interim future process?

· ??? - think about the aspects/parts of the future process(es) that could be conducted via a shared service facility. Aspects to consider could include: central shared service; regionalised shared service; what parts of the process must be executed by the business managers; or any other thought you may have.

At the Confirmation Workshop we will:

· Review the future process designs and reconcile your feedback as necessary

· Agree and understand the process metrics

· Complete and agree the current and future state People Capability and Skills Matrix

· Discuss and agree your and the pilot project team’s thoughts on the opportunities for shared services within the process.

If you have any questions, please contact insert name of project contact
Thank you,

Insert your name, title and contact details here
Email template 3 – Confirmation workshop invitation
This is the formal invitation to the insert project name here project Confirmation workshop.
Prior to attending the workshop, please ensure you have responded to us with your suggested changes to the process maps and documentation. 

Please accept this invitation as soon as possible. If you have any questions please let me know.

Thank you,

Insert your name, title and contact details here
Email template 4 – Post Initial workshop documentation distribution
As promised, we have attached the completed process maps and supporting documentation from the Confirmation workshop(s) for your review and further input. 

As agreed during the workshop, we appreciate you taking the time to:

· Review the process maps and supporting documentation and seek input from your colleagues

· Change or enhance:

·  the process maps and documentation as appropriate

· the process capability and skills matrix

· process metrics

· swim-lane process maps documenting the anticipated dissection of tasks/activities across the shared service operation model.  

All your suggestions and changes should be sent back to the project team using the group mailbox – ???@???
During the next Agreement workshop on insert date of Agreement workshop here we expect to gain your approval of the documentation to enable the project to proceed to implementation.

Thank you,

Insert your name, title and contact details here
Email template 5 – Agreement workshop

This is the formal invitation to the insert project name here project Agreement workshop.

Prior to attending the workshop, please ensure you have responded to us with your suggested changes and you are in a position to agree to the distributed documentation. 

Please accept this invitation as soon as possible. If you have any questions please let me know.

Thank you,

Insert your name, title and contact details here

Email template 6 – Post Agreement workshop documentation distribution

As promised, we have attached the completed all documentation from the workshops for your review and further input.

Would you please review and notify us by insert deadline date of any changes. Unless we hear from you by this date, we will assume you are satisfied that the processes and supporting documentation meets the needs of the future process. The project team will now proceed to the final analysis and implementation phase.

All your suggestions and changes should be sent back to the project team using the group mailbox – ???@???
Thank you,

Insert your name, title and contact details here
