
Suggestion for Updating Organizational 

Policy 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Proposal to Update Organizational Policy 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose an update to our current 

organizational policy regarding [specific policy or area]. After careful consideration and 

observation, I believe that certain adjustments can enhance our workplace environment and 

improve overall efficiency. 

Specifically, I suggest the following modifications: 

• [Suggestion 1] 

• [Suggestion 2] 

• [Suggestion 3] 

Implementing these changes could result in [briefly mention potential benefits, e.g., increased 

productivity, improved morale, etc.]. I believe that with thoughtful consideration, these updates 

will align with our organizational goals and support our mission. 

I would appreciate the opportunity to discuss this suggestion further and am happy to provide 

more details or assist in any way to facilitate these changes. Thank you for considering my 

proposal. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


