
Disclosure of Adjustments to Company 

Protocols 

Date: [Insert Date] 

To: [Recipient's Name] [Recipient's Title] [Company Name] [Company Address] [City, State, 

Zip Code] 

Dear [Recipient's Name], 

We are writing to inform you about recent adjustments made to our company protocols. These 

changes have been implemented to improve our operational efficiency and ensure compliance 

with regulatory standards. 

Overview of Changes: 

• Adjustment 1: [Brief description] 

• Adjustment 2: [Brief description] 

• Adjustment 3: [Brief description] 

We believe these adjustments will enhance our productivity and further our commitment to 

excellence. Your understanding and cooperation during this transition are greatly appreciated. 

If you have any questions or require further clarification regarding these changes, please do not 

hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] [Your Title] [Company Name] [Contact Information] 


