[Company Name]
[Department Name]
[Date]

To: All Employees / Stakeholders
Subject: Payroll Transition Implementation Strategy

Dear Team,

We are writing to formally announce the transition to our new payroll system, [New System
Name], effective [Go-Live Date]. This strategy has been developed to ensure a seamless
migration with zero disruption to employee compensation.

1. Objectives
The primary goal is to enhance data security, improve self-service capabilities for employees,
and streamline reporting processes.

2. Implementation Phases

o Data Validation Phase: [Date Range] - Migration of existing records and parallel testing
to ensure accuracy.

e User Training: [Date Range] - Training sessions will be held via [Platform] to
familiarize staff with the new interface.

e Go-Live: [Date] - All payroll processing will occur through the new system.

3. Key Changes for Employees

e Access to paystubs and tax forms will move to [URL/Portal Name].

o Employees will be required to verify their personal and banking information by
[Deadline].

e Time-tracking procedures will change to [Brief Description].

4. Support and Resources

During this transition, a dedicated support desk has been established. If you encounter any issues
or notice discrepancies in your profile, please contact [Department/Name] at [Email/Phone
Number].

We appreciate your cooperation as we modernize our internal systems to better serve our
workforce.

Sincerely,
[Your Name]

[Your Title]
[Company Name]



