
Request for Updated Policy Statement 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to request an updated policy statement regarding 

[specific policy or topic]. It has been some time since the last communication, and I believe that 

an updated document would be beneficial for all parties involved. 

Understanding the current policies is crucial for our ongoing relationship and operations. I 

appreciate your attention to this matter and look forward to receiving the updated information at 

your earliest convenience. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 


