
Notification of Revised Guidelines 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Notification of Revised Guidelines 

Dear [Recipient's Name], 

We are writing to inform you of the recent revisions to our guidelines that will take effect on 

[effective date]. These changes have been made to enhance our operations and improve overall 

efficiency. 

Summary of Key Changes: 

• [Change 1 Description] 

• [Change 2 Description] 

• [Change 3 Description] 

We encourage you to review the complete revised guidelines attached to this letter. Your 

understanding and adherence to these changes are greatly appreciated. Should you have any 

questions or require further clarification, please do not hesitate to reach out. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


