
Business Policy Update Notification 

Date: [Insert Date] 

Dear [Supplier/Partner Name], 

We hope this message finds you well. We are writing to inform you of an important update to 

our business policies that will take effect on [Insert Effective Date]. 

Summary of Changes 

• [Brief description of policy change 1] 

• [Brief description of policy change 2] 

• [Brief description of policy change 3] 

Your collaboration is instrumental to our success, and we want to ensure you have all the 

necessary information regarding these updates. We believe these changes will enhance our 

partnership and streamline our processes. 

Please feel free to reach out to us at [Contact Information] if you have any questions or require 

further clarification regarding this update. 

Thank you for your continued support and partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Contact Information] 


