
Internal Policy Amendment Statement 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Sender Name] 

Subject: Amendment to Internal Policy 

Dear [Recipient Name], 

We are writing to inform you about an amendment to our internal policy regarding [insert 

specific policy]. This change is effective as of [insert effective date]. 

The key amendments are as follows: 

• [Amendment 1] 

• [Amendment 2] 

• [Amendment 3] 

We believe these changes will enhance [insert reason for amendments]. Your understanding and 

compliance with this new policy are appreciated. 

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

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


