
Support Service Update 

Date: [Insert Date] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of the latest updates 

regarding our support services at [Agency Name]. 

Service Enhancements 

• Introduction of new counseling sessions available every Wednesday from 3 PM to 5 PM. 

• Expanded resource library with new materials available for client use. 

• New training workshops scheduled for [insert dates]. 

Important Reminders 

Please remember that our hotline is available 24/7 for any immediate assistance you might need. 

Feedback Welcome 

We value your input! Please feel free to reach out to us via email or phone if you have any 

suggestions or questions regarding our services. 

Thank you for your continued support. Together, we can make a positive impact in our 

community. 

Sincerely, 

[Your Name] 

[Your Position] 

[Agency Name] 

[Contact Information] 


