Planview Sample Communications
Customer Example Communication: New Request Process Coming Soon
ADKAR Phase: Desire 
……………………………………………………………………………………………………………………………………………………………………
Option 1: Modern
Subject: 🚀 Transform Your Project Requests - Your Game-Changing Upgrade Starts Now!
Hello [Department] Team,
Get ready to revolutionize how we handle project requests! Starting [specific date], we're unleashing the power of Planview to transform your daily workflow from email chaos to streamlined success.
🎯 What's In It For You? This isn't just a system change - it's your upgrade to working smarter:
· Crystal-clear visibility - Never wonder "what happened to my request?" again
· Lightning-fast approvals - Automated workflows that actually work FOR you
· One-stop project center - Everything you need, right at your fingertips
· Smarter resource decisions - Make planning predictable and powerful
Your Success Roadmap: We've designed this transition with YOU in mind. Here's how we're setting you up to win:
🎯 Your Action Plan:
1. Dive into the details - Review your personalized process guide (attached)
2. Power up your skills - Complete the foundational course by [date] at [link]
3. Master your new superpowers - Join your hands-on training session on [date/time]
4. Keep resources handy - Bookmark this dedicated support site: [add internal SharePoint or similar URL]
Need Support? We've Got Your Back! Connect with your department's Planview champion, [name], at [contact info] or join our interactive Q&A session on [date/time] - bring your questions, we'll bring the answers!
This is more than a process change - it's your opportunity to work more efficiently and focus on what you do best. We're here to support you every step of the way, and we're excited to see the amazing results you'll achieve with these new capabilities.
Ready to transform how you work? Let's do this together!
[Signature]


Option 2: Classic 
Subject: Important Changes Coming: New Planview Project Request Process Implementation
Dear [Department] Team,
We are pleased to announce the implementation of Planview to enable our new project request process, which will begin on [specific date]. This strategic initiative will transform our current email-based process into a streamlined, efficient workflow that better serves our organization's needs.
Key Benefits for Your Daily Work: This enhancement represents a significant improvement in how we manage project requests:
· Enhanced visibility - Complete transparency into request status and progress 
· Streamlined approvals - Automated workflows designed to expedite decision-making
· Centralized project management - All project information accessible in one location
· Improved resource planning - Data-driven insights for more effective project scheduling
Implementation Timeline and Preparation Steps: To ensure a successful transition, we have developed a comprehensive support plan:
Your Preparation Checklist:
1. Review documentation - Examine your personalized process guide (attached)
2. Complete training requirements - Finish the foundational course by [date] at [link]
3. Attend training session - Join your hands-on training session on [date/time]
4. Access support resources - Bookmark this dedicated support site: [add internal SharePoint or similar URL]
Support and Assistance: Our support team is available to assist throughout this transition. Please contact your department's Planview champion, [name], at [contact info] for any questions or concerns. Additionally, we will host an open Q&A session on [date/time] to address any implementation questions.
This process enhancement represents our commitment to operational excellence and will enable you to focus more effectively on high-value activities. We appreciate your cooperation during this transition and look forward to the improved efficiency this system will provide.
Thank you for your continued support.
[Signature]
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