
Formal Notice of Policy Alterations 

[Your Agency Name] 

[Your Agency Address] 

[City, State, Zip Code] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Notice of Policy Alterations 

Dear [Recipient's Name], 

We are writing to formally notify you of recent alterations to our existing policies at [Your 

Agency Name]. These changes have been implemented to enhance service delivery and align 

with current regulatory requirements. 

The following are the key alterations to our policies: 

• Policy Title 1: [Brief Description of the Change] 

• Policy Title 2: [Brief Description of the Change] 

• Policy Title 3: [Brief Description of the Change] 

We believe that these changes will foster improved outcomes for our clients and stakeholders. 

Should you have any questions or require further clarification regarding these alterations, please 

do not hesitate to contact us at [Your Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Agency Name] 

[Your Contact Information] 


