
Letter Template for Revised Waste 

Management Guidelines 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

Position: [Insert Recipient's Position] 

Company/Organization: [Insert Recipient's Company/Organization] 

Address: [Insert Address] 

Dear [Recipient's Name], 

We are writing to inform you of the revised guidelines for waste management that will take 

effect on [Effective Date]. These changes aim to enhance our commitment to sustainability and 

ensure compliance with environmental regulations. 

Key Changes 

• Introduction of new waste segregation protocols 

• Updated disposal procedures for hazardous materials 

• Mandatory training sessions for all employees 

We encourage you to review the attached document that outlines the revised guidelines in detail. 

Adhering to these changes is essential for our collective responsibility towards the environment. 

Should you have any questions or require further clarification, please do not hesitate to reach out 

to our office at [Insert Contact Information]. 

Thank you for your cooperation in implementing these important changes. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


