
Changes in Order Fulfillment Procedures 

Dear [Customer's Name], 

We hope this message finds you well. We are writing to inform you about some important 

changes to our order fulfillment procedures that will take effect on [Effective Date]. 

In our ongoing effort to enhance efficiency and improve service quality, we have updated our 

processes as follows: 

• Order Processing: Orders will now be processed within [new timeframe] of receipt. 

• Shipping Methods: We have added [new shipping options] to provide more flexibility. 

• Tracking Information: Customers will receive tracking information via email as soon as 

their order ships. 

• Customer Support: Our support hours have been extended to better assist you with 

inquiries. 

We believe these changes will significantly enhance your experience and provide you with faster 

and more reliable service. 

If you have any questions or concerns regarding these changes, please do not hesitate to reach 

out to our customer service team at [Customer Service Contact Information]. 

Thank you for your continued support and understanding. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Contact Information] 


