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GA@WORK Employee Go-Live Guide announcement email template
Instructions

To send this email, NCN members should partner with the person or team responsible for agency-wide communications at their agency (e.g., agency communications team or HR director). 
POCs, Change Agents, Change Champions, collaborate with your agency communication team to identify the appropriate sender for this email template. 
Note: If available, work with an agency leader (e.g., CIO, CFO, HRD, APO/CUPO, or agency head) to send the GA@WORK Employee Go-Live Guide distribution email, and adjust the email template as needed.   
To use this template, complete the steps below:
1. Download this template Word document from the NCN Workspace as an offline version. Do not edit this file directly.
2. Review the content of the email provided below.
3. Fill in any highlighted placeholders with the appropriate information as it applies to your agency. 
4. Share the completed template with your communications team or designated sender.
5. Work with them to copy the template into a draft email and send the email to all agency end users. The GA@WORK Employee Go-Live Guide is available to all employees. 
Before sending, complete the following checklist:
· Are all relevant respondents included as email recipients? 
· Has the message been customized as needed? 
· Is the signature updated?
· Are you sending this email between May 8 – 29, 2026?


Please see the email details below.

From: Agency Change Agent / POC / Agency Communications Team / HRD Inbox 
Subject: GA@WORK Employee Go-Live Guide Now Available! 
Tags: High Importance
Recipients: GA@WORK future end users 
Send date: Please send as soon as May 8, 2026, and no later than May 29, 2026. 
Key details: GA@WORK Employee Go-Live Guide is now available to help employees prepare for go-live and navigate their first days and weeks in the system. 

Copy the message below into your draft email and modify as needed.
Hello [AGENCY NAME] team,

To help you prepare for the July 1 GA@WORK go-live, the GA@WORK Employee Go-Live Guide is now available on the GA@WORK Resource Library!

This guide is designed to help you understand what to expect before and after go-live. It includes an overview of key milestones and dates, highlights of what is new in GA@WORK, important terminology, and support resources available after launch. 

The guide also provides checklists of those activities to do both before going live (May-June), and what to do after go-live. Completing those pre go-live activities makes sure you have a smoother go-live experience. After go-live, those activities to complete in GA@WORK are broken down into Day 1, Week 1, and Month 1 checklists.

Please review the guide and download it for reference. If you have not completed your Employee Foundational Learning Program training, do so today! It is due May 28.

If you need help, please use the support resources included in the guide or contact [INSERT AGENCY SUPPORT TEAM/ HELP CONTACT].

Thank you, 
[SENDER]

End of message.
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