
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

Dear [Recipient's Name],  

Subject: Notification of Policy Change  

We hope this letter finds you well. We are writing to inform you of an 

important change in our Quality Control (QC) policies that will take 

effect on [Effective Date].  

The main changes include:  

1. [Brief description of the first significant change]  

2. [Brief description of the second significant change]  

3. [Any additional changes]  

These changes have been implemented to enhance our commitment to 

delivering the highest quality standards and ensuring compliance with 

industry regulations. We believe that these adjustments will foster a 

more efficient QC process and ultimately benefit our stakeholders.  

Please feel free to reach out if you have any questions or need further 

clarification regarding these changes. We appreciate your understanding 

and cooperation.  

Thank you for your continued support.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


