
Departmental Standards Examination 

Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Department: [Department Name] 

Dear [Recipient's Name], 

We are pleased to notify you that you are scheduled to participate in the upcoming Departmental 

Standards Examination. This examination is a critical component of our ongoing efforts to 

uphold and measure departmental standards. 

Examination Details: 

• Date: [Insert Exam Date] 

• Time: [Insert Exam Time] 

• Location: [Insert Location] 

Please ensure that you arrive at least 15 minutes prior to the scheduled start time. It is advised to 

bring the necessary materials as stated in the examination guidelines. 

If you have any questions or require further assistance, please do not hesitate to contact the 

examination coordinator at [Contact Information]. 

Thank you for your dedication to maintaining our departmental standards. 

Sincerely, 

[Your Name] 

[Your Title] 

[Department Name] 


