Email reminder of the legacy experience (UI) retiring  
Subject: Reminder: The legacy [System Name] experience will be retired [on/after date if disabling sooner/December 2025]
Hi [All],
This is a friendly reminder that the legacy [System Name] experience will be retired on/after [Date if disabling sooner/December 2025]
Here’s what you need to know:
· The version switcher will remain available until  [Date/December 2025]. After this date the legacy experience will no longer be available and you’ll no longer be able to use the version switcher.
Tips for a smooth transition:
· Explore the new UI regularly and take advantage of the in-app guidance (click the ‘?’ icon in the bottom-left corner) for step-by-step help.
· Use the search bar in the top-left corner if you can’t find a page. You can search using the old page name, and it will show you where it is in the new menu.
· Familiarise yourself with common tasks like updating personal information or requesting time off using the new experience.
Make the most of the new [System Name] experience today to ensure a smooth transition before the legacy experience is retired.
If you have any questions, please contact the [People Team / HR Team], who will be happy to assist.
Thanks,
[People Team / HR Team]

