Memo

To: [Recipient Name]
From: [Your Name]
Date: [Date]

Subject: Sales Trend Adjustment

Dear [Recipient Name],

| hope this message finds you well. I am writing to inform you about the recent adjustments to
our sales trends based on the latest data and analysis. It has become evident that several factors
have influenced our sales performance in the last quarter.

After careful consideration, we have decided to revise our sales forecasts and strategies. The key
adjustments are as follows:

1. Adjustment in projected sales growth rates by [percentage]
2. New target markets to be focused on in the upcoming quarter
3. Enhanced promotional strategies to boost sales from [specific product or service]

We believe these changes will allow us to better align with market demands and improve our
overall performance. Please review the attached detailed report outlining our new projections and
strategies.

Thank you for your attention to this matter. | look forward to discussing this further in our
upcoming meeting.

Best regards,

[Your Name]
[Your Position]
[Your Company]



