[bookmark: _a3icttiqfwnc]Employee Resource: Email Template From Bridge Champion/HR or L&D Contact
Pro tip: Send this email the day before launch and host weekly Bridge office hours for drop-in support.

	To
	Person Employees

	From
	Person Bridge Champion/HR or L&D Contact

	Subject
	Getting started with Bridge

	Hi {Name}, 
We’re excited to launch Bridge on [date] and I’m here to make this transition easy.

Tomorrow you’ll receive an email with login instructions [Admins: if your company is on SSO, please modify this language]. I encourage you to log in as soon as possible and do the following:

1. Explore: Login, take a look around, and start your training to familiarize yourself with Bridge! Here’s a helpful resource: Bridge: an employee guide.
2. Set Up Your Profile: Add the skills you want to develop to your profile, and you’ll receive learning recommendations to help you gain them.
3. Start the Conversation: Your manager will schedule time to meet with you and talk about what’s next.

If you need help, join one of our weekly drop-in sessions to get tips and advice, or contact me directly. [Insert link]

Thank you, 
[Your Name/Leadership Name]




