Integration of New Procedure

Date: [Insert Date]
Dear [Recipient's Name],

We are excited to announce the integration of a new procedure within our organization aimed at
improving [describe the purpose of the procedure, e.g., efficiency, safety, compliance]. This new
procedure will be effective starting [insert effective date].

Overview of the New Procedure:

e Purpose: [Describe the purpose]

e Scope: [Describe who it affects]

e Responsibilities: [Outline responsibilities involved]

e Training: [Mention any training provided]

We believe this new procedure will help us achieve [describe expected outcomes]. For more
detailed information, please refer to the attached documentation or contact [Contact
Person/Department].

Thank you for your attention and cooperation as we implement this new procedure.
Sincerely,
[Your Name]

[Your Job Title]
[Your Company]



