[Your Name]
[Your Position]
[Your Company]
[Date]
[Recipient Name]
[Recipient Position]
[Recipient Company]
Dear [Recipient Name],
| hope this message finds you well. I am writing to formally request an amendment to the current
production plan for [specific product or line]. Due to [reason for amendment - e.g., unforeseen
demand, supply chain issues, etc.], it has become necessary to revise our approach to ensure we
meet both our output targets and customer expectations.
We propose the following adjustments:
e [Adjustment 1]
e [Adjustment 2]
e [Adjustment 3]

We believe that these changes will [explain benefits or desired outcomes]. We are committed to
maintaining our production efficiency and quality standards through this transition.

Please let me know a convenient time for us to discuss this request further. | appreciate your
attention to this matter and look forward to your favorable response.

Thank you for your consideration.
Sincerely,
[Your Name]

[Your Contact Information]



