	Change Notification
A change was made. Here's what happened and what you need to know.



	What Changed
	 

	Why
	 

	Changed By
	 

	Date / Time
	 

	Who's Affected
	 

	What to Expect
	Any changes in behavior, output, or process?

	Action Needed?
	Yes / No. If yes, what?

	Questions?
	Who to contact


Copy into Slack or email. Keep it brief.
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