
[Your Name]  

[Your Position]  

[Your Organization]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Notification of Policy Changes  

I hope this letter finds you well. I am writing to inform you about 

important changes to our organizational policies that will take effect on 

[effective date].  

[Provide a brief summary of the policy changes, including the reasons for 

the changes and any relevant context.]  

We believe that these changes will [explain the intended benefits and 

positive impacts of the changes].  

Enclosed with this letter, you will find a detailed outline of the new 

policies for your reference. We encourage you to review the document 

carefully and reach out with any questions or concerns you may have.  

We appreciate your understanding and support as we implement these new 

policies to enhance our organizational effectiveness.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization] 


