Notice of Policy Modification

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Position]
[Company/Organization Name]
[Company Address]
Dear [Recipient's Name],
We are writing to inform you of an important modification to our policies at
[Company/Organization Name]. Effective [Effective Date], the following changes will take
place:

o [Brief description of policy change #1]

« [Brief description of policy change #2]

o [Brief description of policy change #3]
These changes are being made to [provide a brief reason for the modification, such as improving
efficiency, compliance with regulations, etc.]. We believe these modifications will enhance our
operations and benefit all stakeholders involved.
If you have any questions or need further clarification regarding these changes, please do not
hesitate to reach out to [Contact Person's Name] at [Contact Person's Email] or [Contact Person's
Phone Number].
Thank you for your attention to this matter.
Sincerely,
[Your Name]
[Your Position]

[Company/Organization Name]

[Contact Information]



