
Policy Adoption Confirmation 

Date: [Date] 

To: [Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Address Line 1] 

[Address Line 2] 

Dear [Recipient Name], 

We are pleased to confirm the adoption of the following policy: 

[Policy Title] 

[Brief description of the policy and its purpose] 

This policy has been reviewed and approved by the relevant stakeholders and is effective as of 

[Effective Date]. 

Your cooperation in implementing this policy is appreciated and vital to our success. 

If you have any questions or require further clarification, please do not hesitate to contact us. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company/Organization Name] 

[Contact Information] 


