
Reminder: Schedule Change Notification 

Dear [Recipient's Name], 

This is a friendly reminder regarding the upcoming change to our schedule. 

Effective Date: [Effective Date] 

New Schedule: [Details of New Schedule] 

If you have any questions or concerns, please feel free to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


