
Policy Update Briefing 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Policy Update Briefing 

Dear [Recipient Name], 

We would like to inform you of the recent updates made to our policies, effective [Effective 

Date]. This briefing outlines the key changes and the rationale behind them. 

Policy Changes: 

• Policy 1: [Brief Description of Change] 

• Policy 2: [Brief Description of Change] 

• Policy 3: [Brief Description of Change] 

Rationale: 

[Explain the reasons for the updates and their expected impact on the organization/team.] 

Next Steps: 

Please review the updated policies and feel free to reach out with any questions or concerns. We 

will hold a meeting on [Meeting Date] to discuss these changes further. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


