
Update on Procurement Procedure 

Adjustments 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Sender's Name] 

Subject: Adjustments to Procurement Procedures 

Dear [Insert Recipient's Name], 

We are writing to inform you of recent adjustments to our procurement procedures that will take 

effect immediately. These changes are designed to enhance efficiency and transparency in our 

operations. 

The key updates include: 

• Streamlined approval processes for requisitions. 

• Enhanced criteria for vendor selection. 

• New timelines for submission and review of procurement proposals. 

• Increased accessibility of procurement documentation for all departments. 

We encourage you to review the attached document detailing these changes and familiarize 

yourself with the updated procedures. Should you have any questions or require further 

clarification, please do not hesitate to reach out. 

Thank you for your attention to this matter and for your continued support as we implement 

these improvements. 

Best regards, 

[Insert Sender's Name]  

[Insert Sender's Position]  

[Insert Company Name]  

[Insert Contact Information] 


