
Subject: Important Update: Changes to Our 

Technical Assistance Services 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of some upcoming changes 

to our technical assistance services that will take effect on [Effective Date]. 

As part of our commitment to providing you with the highest level of service, we have made the 

following updates: 

• Change 1: [Describe the change and its impact] 

• Change 2: [Describe the change and its impact] 

• Change 3: [Describe the change and its impact] 

We believe these adjustments will enhance your experience and support our mission to serve you 

better. 

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

[Contact Information]. 

Thank you for your understanding and continued partnership. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


