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Note: This invitation will preferably be sent/communicated by the executive project sponsor and/or project manager.

PROJECT: 
<Project Name>
DATE:


13 January 2006
TO:


<Recipients>
FROM:


<From Name>


<From Phone #>


<From Email Address>


SUBJECT:

<Subject of Memo>
As you know, we are in the go-live production phase of our technology implementation.  We are now ready to look at some of the organizational strategies deployed in the project that can help our organization continue to improve.

Because you are a key player of our organizational performance, you are invited to be part of the work session to develop the Organizational Performance continuous improvement program.  As such, you are invited to attend the work session(s) which will be held <timing> at <location>.  During this(ese) session(s), we will be making those decisions which, ultimately, will ensure we achieve the results we envision.  Our objective is to set up the organizational charters which will provide the best opportunities for continuous improvement and exceptional performance.

This(ese) session(s) is(are) facilitated by <a team of consultants from Oracle> who have a depth of experience in anticipating and mitigating the people and organizational issues brought about by major technology change.  In preparation, please review the agenda and Organizational Performance (documentation of findings from organizational effectiveness assessment) documents attached and be ready to provide feedback.

<Name> is also the person to call if you have any other questions about the arrangements.

I look forward to seeing you at <location> on <time>.

(Name)
(Executive)

Attachments:  Agenda for the session(s) and Effectiveness Assessment
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