
Payment Policy Adjustment Notification 

Date: [Insert Date] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of an adjustment to our 

payment policy that will take effect on [Insert Effective Date]. This change is designed to 

streamline our payment process and provide more flexible payment options for our clients. 

Key changes to the payment policy include: 

• [Change 1: Description] 

• [Change 2: Description] 

• [Change 3: Description] 

Please review the updated policy in detail on our website or contact us directly if you have any 

questions or concerns. We appreciate your understanding and cooperation as we implement these 

changes. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


