
Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of recent changes to the 

regulations governing our social service agency, effective [Effective Date]. 

Key Changes: 

• [Change 1 Description] 

• [Change 2 Description] 

• [Change 3 Description] 

Please review the attached documentation for a comprehensive overview of these changes. It is 

essential that all staff members are aware of these updates to ensure compliance and continued 

quality of service to our community. 

If you have any questions or need further clarification, please do not hesitate to reach out to our 

office at [Contact Information]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Agency Name] 

[Contact Information] 


