
Rectification Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally address the issues that have arisen from the recent implementation of 

[Name of Policy] on [Implementation Date]. It has come to our attention that there are several 

flaws in the policy that have resulted in [describe the negative impact of the flawed 

implementation]. 

To rectify these issues, we propose the following actions: 

• [Action 1] 

• [Action 2] 

• [Action 3] 

We believe that these changes will significantly improve the policy's effectiveness and mitigate 

any adverse effects experienced by [mention affected stakeholders]. We are committed to 

ensuring that [Organization's Name] acts in the best interest of all parties involved. 

We appreciate your understanding and cooperation in this matter. Please feel free to contact me 

directly at [Your Phone Number] or [Your Email Address] should you have any questions or 

require further clarification. 



Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


