Important Update on Social Service Agency
Procedures

Date: [Insert Date]

To: All Staff Members

From: [Your Name]

Subject: Update on Procedural Changes

Dear Team,

We want to inform you about some upcoming changes to our procedures which will take effect

on [Insert Effective Date]. These changes aim to improve our service delivery and enhance our
support for the community we serve.

Key Changes:

e Procedure A: [Brief description of changes]
e Procedure B: [Brief description of changes]
e Procedure C: [Brief description of changes]

We encourage all staff to review the detailed documentation attached to this letter. Additionally,
we will be hosting a meeting on [Insert Date] at [Insert Time] to discuss these changes and
address any questions or concerns you may have.

Thank you for your continued dedication to our mission and for adapting to these new
procedures. Together, we will continue to provide excellent service to our clients.

Sincerely,
[Your Name]

[Your Position]
[Social Service Agency Name]



