
Scheduled Policy Review Notification 

Date: [Insert Date] 

To: [Recipient Name] 

Subject: Scheduled Review of Policy [Policy Name] 

Dear [Recipient Name], 

We are writing to inform you that a scheduled review of the [Policy Name] has been set. This 

review is essential to ensure that the policy remains effective and up-to-date. 

The review is scheduled for [Insert Date and Time]. It will take place at [Location/Platform]. 

During this review, we will assess the policy's effectiveness and discuss any necessary changes. 

Please come prepared with any feedback or concerns you may have regarding the current policy. 

Your input is highly valued and crucial for the success of this review process. 

Thank you for your attention to this important matter. We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


