
Notification of Adjustment to Production 

Timelines 

Date: [Insert Date] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of some adjustments to our 

production timelines due to [reason for adjustment]. This change is necessary to ensure that we 

maintain the quality and standards expected of our products. 

Please find below the updated timelines: 

• Original Timeline: [Insert original date] 

• Adjusted Timeline: [Insert new date] 

We apologize for any inconvenience this may cause and appreciate your understanding in this 

matter. Our team is committed to keeping you updated and will provide further information as it 

becomes available. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


