Policy Amendment Announcement

Date: [Insert Date]

To: [Insert Recipient Name]

From: [Insert Your Name/Company Name]
Subject: Announcement of Policy Amendment
Dear [Insert Recipient Name],

We are writing to inform you of a recent amendment to our policy regarding [insert specific
policy]. This amendment will take effect on [insert effective date].

The key changes are as follows:
o [Change 1: Brief Description]
e [Change 2: Brief Description]
o [Change 3: Brief Description]
We believe that these changes will enhance [insert purpose: e.g., customer service, operational
efficiency, etc.]. If you have any questions or concerns regarding this amendment, please do not
hesitate to contact us at [insert contact information].
Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Title]

[Your Company Name]



