Informal notification for general purposes

Subject: Important Information Update

Hi [Recipient Name],

We wanted to keep you updated on some important changes happening in our department.
Effective next week, office hours will be adjusted to 9:00 AM &€* 5:00 PM, Monday through Friday.
Thank you for taking note of this change.

Best regards,

[Your Name]

[Department Name]

Get more templates here: https://www.lettersandtemplates.com/letters/notification-letter




