
Revision Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to inform you about recent revisions to our procurement process. These changes 

are aimed at enhancing efficiency and transparency within our operations. 

Summary of Revisions: 

• Updated procurement timelines 

• New vendor evaluation criteria 

• Revised documentation required for submissions 

• Implementation of a digital procurement platform 

We believe that these changes will positively impact our collaboration and procurement 

activities. For further details, please refer to the attached document or feel free to reach out to us. 

Thank you for your attention to this matter. We appreciate your cooperation and look forward to 

your feedback. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


