
Notification of Workflow Adjustment 

Approval 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

We are pleased to inform you that your request for a workflow adjustment has been approved. 

This adjustment is aimed at improving efficiency and productivity within your team. 

The approved adjustments are as follows: 

• [Detail of Adjustment 1] 

• [Detail of Adjustment 2] 

• [Detail of Adjustment 3] 

Please implement these changes by [Implementation Date]. Should you require any assistance 

during this transition, do not hesitate to reach out. 

Thank you for your commitment to continued improvement within our organization. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Contact Information] 


