Adjustment to Business Operations

Date: [Insert Date]

[Recipient Name]
[Recipient Title]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient Name],
We are writing to inform you of some adjustments we are implementing in our business
operations to enhance efficiency and better serve our clients. These adjustments will take effect
on [Effective Date].
Key Changes:

o [Detail 1: Description of change]

o [Detail 2: Description of change]

o [Detail 3: Description of change]
We believe these changes will improve our productivity and benefit our partnerships moving
forward. We are committed to maintaining transparency and will keep you informed of any

further adjustments.

If you have any questions or require further clarification, please feel free to reach out at [Your
Phone Number] or [Your Email Address].

Thank you for your understanding and continued support.
Sincerely,
[Your Name]

[Your Title]
[Your Company Name]



