
Announcement of Business Process 

Modification 

Dear [Employee/Team/Department Name], 

We are writing to inform you about a modification to our current business processes that will 

take effect on [Effective Date]. After careful consideration and analysis, we believe these 

changes will enhance our operational efficiency and improve overall performance. 

Overview of Changes: 

• Modification 1: [Brief description] 

• Modification 2: [Brief description] 

• Modification 3: [Brief description] 

Please note that these changes have been implemented to streamline our workflow and support 

our commitment to [Company Goal/Objective]. Your cooperation and adaptability during this 

transition period are greatly appreciated. 

Training Sessions: 

To ensure a smooth transition, we will hold training sessions on [Dates/Times]. Attendance is 

highly encouraged to familiarize yourself with the new processes. 

Should you have any questions or concerns regarding these modifications, please do not hesitate 

to reach out to [Contact Person/Department]. 

Thank you for your attention and commitment to making this transition a success. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


