To
[The Recipient Name]
Dear Staff, from May 9, 20XX, onwards, our professional hours will be altered to the timetable below. We are sorry for any inconvenience this may root to our clients and escalate your indulgence in this regard. These new initial hours replace any opening hours specified on prior works you may have.
New Business Hours:
Monday ~ Thursday: 11:00 AM ~ 4:30 PM
Friday: 9:00AM ~ 1:30PM
This message should be viewed as a recognized modification to your rapports and conditions of service, all other standings and settings will persist as per your current agreement for sure.
Please annotate that in line with the company’s Supple Salaried and Dispensation Policy, this will be a perpetual conversion to your treaty of service and you have no impulse right to modify your former working outline. The firm also stashes the right to assess all stretchy working designs over time considering any changes to operative supplies and you will be referred if there are any projected deviations.
I do anticipate that the new working hours that have been settled for you, will be of use for both yourself and for the company.
You are supposed to sign and return the duplicate print of this letter by the 30th of May 20XX.
With thanks.
[Your Name]
[Designation]
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