
Letter of Implementation for New University 

Policy 

Date: [Insert Date] 

To: [Recipient Name] 

Title: [Recipient Title] 

Department: [Recipient Department] 

[University Name] 

Dear [Recipient Name], 

We are writing to inform you about the implementation of a new university policy that will take 

effect on [effective date]. This policy has been developed to enhance [briefly describe the 

purpose of the policy, e.g., student engagement, academic integrity, etc.]. 

The key aspects of the new policy are as follows: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

We believe this policy will foster a better [learning environment/campus community/etc.] and we 

encourage your full cooperation in implementing these changes. Training sessions will be 

scheduled to ensure that all staff members fully understand the policy and its ramifications. 

For any questions or concerns regarding this new policy, please do not hesitate to reach out to 

[Contact Person's Name, Email, or Phone Number]. 

Thank you for your attention to this matter and for your continued commitment to [University 

Name]. 

Sincerely, 

[Your Name] 

[Your Title] 

[University Name] 

[Contact Information] 


