
Adjustment Proposal for Production 

Activities 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose adjustments to our current 

production activities at [Your Company Name]. After a thorough analysis of our recent 

performance and market demands, we believe that implementing the following changes will 

enhance productivity and efficiency: 

• Adjustment 1: [Describe the first proposed adjustment] 

• Adjustment 2: [Describe the second proposed adjustment] 

• Adjustment 3: [Describe the third proposed adjustment] 

We believe these adjustments will lead to [mention expected outcomes, such as increased output, 

reduced lead times, etc.]. We are committed to maintaining the highest quality standards while 

optimizing our production processes. 

Please let us know your thoughts on this proposal. We would be happy to discuss this in further 

detail during a meeting or call at your convenience. 

Thank you for considering our proposal. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


