Confirmation of Adjusted Workplace
Standards

Date: [Insert Date]

To: [Employee's Name]

From: [Your Name]

Subject: Confirmation of Adjusted Workplace Standards
Dear [Employee's Name],

This letter serves to confirm the adjustments made to the workplace standards as discussed in our
recent meetings. Effective [Insert Effective Date], the following standards will be implemented:

o [Standard 1 Explanation]

o [Standard 2 Explanation]

o [Standard 3 Explanation]
We believe these adjustments will contribute positively to our work environment and overall
productivity. Your feedback during this process has been invaluable, and we look forward to
your continued engagement.
Please do not hesitate to reach out if you have any questions or require further clarification.
Thank you for your cooperation.
Sincerely,
[Your Signature]
[Your Name]

[Your Job Title]

[Company Name]



