
Letter of Revision 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Company: [Recipient Company] 

Address: [Recipient Address] 

Dear [Recipient Name], 

We are writing to inform you of the recent revisions made to our Operational Manufacturing 

Guidelines. As part of our commitment to continuous improvement and adherence to industry 

standards, the following updates have been implemented: 

• [Revision 1: Description] 

• [Revision 2: Description] 

• [Revision 3: Description] 

These changes will take effect as of [Effective Date]. We believe that these revisions will 

enhance our manufacturing processes and ensure better compliance with safety regulations. 

Please review the updated guidelines attached to this letter. Should you have any questions or 

require further clarification, do not hesitate to contact us at [Your Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


