Dear [Recipient's Name],

We hope this message finds you well. We are writing to inform you of the recent updates to our
policy provisions, effective [Effective Date].

Summary of Updates:

e Policy Change 1: [Brief description of the change]
o Policy Change 2: [Brief description of the change]
e Policy Change 3: [Brief description of the change]

We believe these updates will enhance our services and ensure compliance with current
regulations. For your reference, the complete updated policy document is attached.

Next Steps:

Please review the updated policies and feel free to reach out with any questions or concerns.

Contact Information:

You can contact us at:

Email: [Your Email]
Phone: [Your Phone Number]

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Position]
[Your Company]



