Flex Team – Non-Pilot Employee Template

Subject: Professional Development Opportunity – Flex Team Participant

Dear <employee name>,

The Office of Human Resources is enabling new tools in Workday to foster more productive development discussions between employees and supervisors and open new venues for professional growth and career mobility.

Flex teams in Workday are a group of employees temporarily assigned (for 12 months or less) to a project team, working group or task based on evolving organizational initiatives, advisory or governance needs, seasonal demands or volunteer opportunities. In short, they create a talent marketplace for hosts to identify participants with desired skills to help achieve a goal.

I am contacting you because I would like to invite you to join a flex team that I am hosting <brief details about flex team>. You would be expected to devote <number of hours/week> to support the work of the team. I have already received approval from <supervisor name> to reach out because <name of college or department> is outside of the pilot groups.

You can learn more about flex teams on the Skill Development in Workday webpage, or I would be happy to meet to discuss.

If you agree, I will submit the request via Workday, requiring you and <supervisor name> to approve the request.

Next Steps in Workday:
1. I will invite you to join the Flex Team via the Manage Team Add Worker button. 
2. You will receive an approval request via email and your Workday Inbox.
3. Your supervisor will receive an approval request via email and Workday Inbox if you accept the request.
4. After your supervisor approves, both of you will receive notifications that the invitation will be approved.

Thank you for considering my request.

Sincerely,
<name>
<email signature>
	[image: ]
	Page 1 of 2
Last Updated: 11/10/2025



image1.png
Carnegie Mellon University




