Announcing fee changes to clients or customers requires clear
and considerate communication. This gquide provides a free
template for announcing fee changes, along with a realistic
example, a variation, and key components and tips for writing.

Purpose of Announcing Fee Changes

= Inform Clients: Notify clients or customers about
changes in pricing or fees in a transparent manner.

= Maintain Trust: Preserve trust and goodwill by
explaining the reasons behind the fee changes.

- Manage Expectations: Help clients understand how these
changes will affect them and the services they receive.
 Encourage Continuity: Aim to retain clients by ensuring
them of the continued value and quality of your services

or products.

Key Components of a Fee Change
Announcement Letter

Introduction: Begin with a clear statement about the purpose
of the letter.

Details of the Fee Change: Specify the nature and extent of
the fee changes, including effective dates.

Reasons for the Change: Explain why these changes are
necessary, highlighting factors such as increased costs,
improved services, etc.

Value Assurance: Reaffirm the value and quality of the
services or products you offer.

Call to Action: Provide information on how clients can learn
more or discuss any concerns.



Closing: End with a note of appreciation for their continued
business and support.

Fee Change Announcement Letter Template

[Your Name]

[Your Position]
[Company Name]

[Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Client’s Name or 'Valued Client']
[Client’s Address, if applicable]
[City, State, Zip Code]

Dear [Client’s Name or 'Valued Client'],

I am writing to inform you about an upcoming change to our
pricing structure at [Company Name], which will take effect on
[Effective Date]. After careful consideration, we have decided
to [increase/decrease] our fees for [specific services or
products].

This change is necessary due to [explain reasons for the fee
change, such as increased operational costs, enhancements in
service quality, etc.]. We have made every effort to keep this
increase minimal while continuing to offer the high standard
of service you expect from us.

We understand that any change in pricing can impact your
budgeting. Please rest assured that we are committed to
providing you with the best [services/products] and support.
[Optionally, mention any additional benefits or improvements
clients can expect].



If you have any questions or concerns about this change, or if
you would 1like to discuss how it impacts your
[service/product] usage, please feel free to contact us at
[Your Contact Information].

Thank you for your understanding and continued support. We
value your business and look forward to serving you with the
same dedication and quality as always.

Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]

Example Letter Using the Template

Alice Johnson

General Manager

Johnson Legal Services

456 Law Drive

Justice City, JC 12345
alice.johnson@johnsonlegalservices.com
(555) 890-1234

April 18, 2024

Valued Client
Dear Valued Client,

I am writing to inform you about an upcoming change to our
pricing structure at Johnson Legal Services, which will take
effect on May 1, 2024. After careful consideration, we have
decided to increase our fees for legal consultation services.

This change is necessary due to rising operational costs and
the need to continue providing top-notch legal expertise and
resources. We have made every effort to keep this increase
minimal while continuing to offer the high standard of service
you expect from us.



We understand that any change in pricing can impact your
budgeting. Please rest assured that we are committed to
providing you with the best legal services and support.
Additionally, we are enhancing our online client portal to
improve your access to case information and resources.

If you have any questions or concerns about this change, or if
you would like to discuss how it impacts your service usage,
please feel free to contact us at
alice.johnson@johnsonlegalservices.conm.

Thank you for your understanding and continued support. We
value your business and look forward to serving you with the
same dedication and quality as always.

Sincerely,

Alice Johnson

Fee Change Announcement Letter Template
Variation

[The variation of the fee change announcement letter template
will be provided in the next message.]

Fee Change Announcement Letter Template
Variation

[Your Name]

[Your Position]
[Company Name]

[Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]



[Client’s Name or 'Esteemed Client']
[Client’s Address, if applicable]
[City, State, Zip Code]

Hello [Client’s Name or 'Esteemed Client'],

I hope this message finds you well. I am reaching out to
communicate an important update regarding the pricing of our
services/products at [Company Name], effective from [Effective
Date]. In line with our commitment to transparency, I wanted
to personally inform you about our decision to
[increase/decrease] the prices.

The revision in our fee structure has been prompted by
[elaborate on reasons, such as the need to invest in quality
improvements, market adjustments, etc.]. Our goal remains to
offer superior value and service, and these changes are a step
towards sustaining the high-quality standards you have come to
expect from us.

We value the trust you place in our services/products and
understand that changes in pricing can affect your planning.
To this end, we are [mention any additional benefits or
compensations, such as loyalty discounts, enhanced services,
etc.] to ensure that you continue to receive the best value.

For any inquiries or to discuss how this change might affect
your use of our services/products, please don’t hesitate to
contact me directly at [Your Contact Information]. Your
satisfaction and success remain our top priorities.

We appreciate your continued partnership with [Company Name]
and are excited to keep delivering exceptional service and
value.

Best regards,

[Your Signature (if sending a hard copy)]
[Your Printed Name]



Example Letter Using the Variation
Template

James Brown

Director of Client Relations

Premium Tech Solutions

789 Innovation Blvd

Tech City, TC 23456
james.brown@premiumtechsolutions.com
(555) 678-1234

April 25, 2024

Esteemed Client
Hello Esteemed Client,

I hope this message finds you well. I am reaching out to
communicate an important update regarding the pricing of our
IT services at Premium Tech Solutions, effective from June 1,
2024. In line with our commitment to transparency, I wanted to
personally inform you about our decision to increase the
prices.

The revision in our fee structure has been prompted by the
significant enhancements we have made in our cybersecurity and
cloud services. Our goal remains to offer superior value and
service, and these changes are a step towards sustaining the
high-quality standards you have come to expect from us.

We value the trust you place in our services and understand
that changes in pricing can affect your planning. To this end,
we are introducing an advanced support package for our long-
term clients, ensuring that you continue to receive the best
value.

For any inquiries or to discuss how this change might affect
your use of our IT services, please don’t hesitate to contact
me directly at james.brown@premiumtechsolutions.com. Your
satisfaction and success remain our top priorities.



We appreciate your continued partnership with Premium Tech
Solutions and are excited to keep delivering exceptional
service and value.

Best regards,

James Brown

These templates offer a professional and empathetic approach
for companies to communicate fee changes to their clients,
emphasizing transparency, continued value, and commitment to
quality service.



