FORESIGHT 20/20 - COMPETENCY EXERCISE LIBRARY

COMMUNICATION
Exercise 1.3: Professional Change Communication Email
Background
A growing organization has introduced a new internal system that standardizes how teams submit, review, and approve work. In the past, teams operated independently, using informal and inconsistent approaches. As the organization expanded, leadership recognized that the lack of clarity and consistency leading to confusion, repeated follow-ups, and inefficiencies. A more structured approach is now required to ensure alignment across teams.
Task
You are responsible for communicating this change to a senior colleague who manages multiple team members and will be responsible for cascading the information.
Assignment
Write a professional, well-structured email explaining:
· The purpose of the new system
· Why is the change necessary now
· What specifically is changing
· When the change takes effect
· What actions are required from the recipient and their team
· Where questions should be directed
Your communication should be concise, respectful, and easy to understand in one reading.
Grading / Assessment Rubric – Communication
	Criteria
	Beginner
	Intermediate
	Advanced

	Clarity of Message
	Message is partially clear but missing key details
	Message is mostly clear and complete
	Message is clear, structured, and easy to understand

	Tone & Professionalism
	Tone is informal or inconsistent
	Tone is professional but uneven
	Tone is clear, confident, and appropriate

	Structure & Organization
	Weak organization
	Logical structure
	Strong, reader‑friendly structure


Facilitator Answer Guide – Key Elements to Look For
· Clearly explains why the change is happening, not just what is changing
· Uses headings or paragraph structure to improve readability
· Demonstrates anticipation of questions from the recipient
· Emphasizes shared responsibility and alignment rather than enforcement
