Notice of Policy Modification

Date: [Insert Date]
Dear [Stakeholder's Name],
We are reaching out to inform you of a modification to our organizational policies that will take
effect on [Effective Date]. This decision has been made after careful consideration and aims to
enhance our operational efficiency and alignment with our organizational goals.
The specific modifications include:

o [Detail of Policy Change 1]

e [Detail of Policy Change 2]

e [Detail of Policy Change 3]
We believe these changes will foster a more productive environment and improve our
collaborative efforts. We encourage you to review the modifications and provide any feedback
you may have by [Feedback Deadline].
Thank you for your continued support and cooperation.
Sincerely,
[Your Name]
[Your Position]

[Company Name]

[Contact Information]



