
Notification of Operational Modifications 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

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

operational modifications that will take effect from [Effective Date]. This decision has been 

made to enhance our collaboration and improve overall efficiency. 

The following modifications will be implemented: 

• [Modification 1 - Description] 

• [Modification 2 - Description] 

• [Modification 3 - Description] 

We believe these changes will benefit both our organizations and streamline our processes. We 

appreciate your cooperation and understanding during this transition. 

If you have any questions or require further clarification, please do not hesitate to reach out to us 

at [Your Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[Your Company Contact Information] 


