
Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Subject: Recommendation for Organizational Change 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing efforts to enhance operational 

efficiency and drive our strategic objectives, I would like to propose a series of organizational 

changes that I believe could significantly benefit our team. 

Based on recent assessments and feedback from team members, it has become evident that 

[briefly describe the current situation and the need for change]. The proposed changes include: 

• [Change 1: Brief description] 

• [Change 2: Brief description] 

• [Change 3: Brief description] 

These recommendations are aimed at [specify the intended outcomes, such as improving 

productivity, enhancing collaboration, etc.]. I firmly believe that implementing these changes 

will position us for greater success. 

Thank you for considering this recommendation. I look forward to discussing it further and 

exploring how we can implement these changes effectively. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


