
Policy Review Confirmation Schedule 

Dear [Recipient's Name], 

We would like to confirm the schedule for the upcoming policy review. Please find the details 

below: 

Policy Review Schedule 

• Policy Name: [Policy Name] 

• Review Date: [Review Date] 

• Time: [Time] 

• Location: [Location] 

• Participants: [List of Participants] 

Please ensure to prepare any necessary documents and be ready for discussion. If you have any 

questions or need to reschedule, feel free to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


