[Company Header/Logo]
[Date]

[Branch Name]
[Branch Address]
[City, State, Zip Code]

Subject: Notice of Permanent Operating Hour Alterations
Dear Valued Customers and Staff,

Please be advised that after a thorough review of regional operational requirements, [Company
Name] will be implementing permanent changes to the operating hours for our [Branch Name]
location.

Effective [Effective Date], the new operating hours will be as follows:

e Monday: [Start Time] - [End Time]

e Tuesday: [Start Time] - [End Time]

e Wednesday: [Start Time] - [End Time]
e Thursday: [Start Time] - [End Time]

e Friday: [Start Time] - [End Time]

e Saturday: [Start Time] - [End Time]

e Sunday: [Closed/Start Time - End Time]

These adjustments are being made to better align our resources with local demand and to ensure

the continued efficiency of our regional services. We remain committed to providing high-
quality service during these updated timeframes.

For any urgent matters outside of these new hours, please utilize our online portal at [Website
URL] or contact our 24/7 support line at [Phone Number].

We appreciate your understanding and continued support as we optimize our regional operations.
Sincerely,
[Name]

[Title]
[Company Name]



