
Notification of Operational Procedure 

Changes 

Date: [Insert Date] 

To: [Workgroup Name] 

From: [Your Name/Position] 

Subject: Changes to Operational Procedures 

Dear Team, 

We are writing to inform you of changes to our operational procedures that will take effect on 

[Effective Date]. These changes have been implemented to enhance our workflow and improve 

overall efficiency. 

Summary of Changes: 

• [Change 1: Description] 

• [Change 2: Description] 

• [Change 3: Description] 

Training sessions will be scheduled to ensure everyone is familiar with the new procedures. 

Please keep an eye on your inbox for further details. 

If you have any questions or require additional information, feel free to reach out to me directly. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


