
Important Update on Time Zone Changes 

Dear [Partner's Name], 

We hope this message finds you well. We are writing to inform you of an upcoming change to 

our time zone that will take effect on [Effective Date]. As our organization continues to evolve, 

we believe this change will enhance our collaboration and communication with you. 

Effective [Effective Date], our office will observe [New Time Zone], which is [Details of Time 

Difference, e.g., "UTC+2 hours"]. We kindly ask you to adjust your schedules accordingly to 

facilitate smooth interactions and meetings. 

We appreciate your understanding and flexibility during this transition. Should you have any 

questions or require further clarification, please do not hesitate to reach out. 

Thank you for your continued partnership. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


