Team Notification: Daily Operations
Adjustments

Dear Team,

As part of our ongoing efforts to improve our daily operations, we are implementing the
following adjustments effective [Insert Date]:

e Adjustment 1: [Description of adjustment 1]

e Adjustment 2: [Description of adjustment 2]

e Adjustment 3: [Description of adjustment 3]
It is important for everyone to be aware of these changes and to adjust workflows accordingly.
Please ensure that you review these adjustments with your teams and provide any feedback by
[Insert Feedback Deadline].
Thank you for your attention to these important updates. Your cooperation is greatly appreciated.
Best regards,
[Your Name]

[Your Position]

[Your Contact Information]



