
System Change Recommendation 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Company Name] 

Address: [Company Address] 

Dear [Recipient's Name], 

I am writing to recommend a change to our current [specific system or process] that I believe 

will improve [specific outcomes, efficiency, etc.]. After reviewing our current procedures, I have 

identified several areas where enhancements could be made. 

Summary of Recommendation: 

- Implement [Proposed Change 1] to address [specific issue]. 

- Introduce [Proposed Change 2] for [specific benefit]. 

- Consider [Proposed Change 3] to enhance [specific goal]. 

Rationale: 

The current system has [mention issues or limitations]. By adopting the proposed changes, we 

can [explain benefits such as increased efficiency, cost savings, etc.]. 

Next Steps: 

I suggest we schedule a meeting to discuss these recommendations in detail and explore how we 

can effectively implement them. 

Thank you for considering my suggestions. I look forward to your feedback. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


