
Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to inform you of important changes to our Terms and Conditions, which will take 

effect on [Effective Date]. These modifications are part of our commitment to enhancing 

transparency and providing you with a clearer understanding of our services. 

The key changes include: 

• Change 1: [Brief description of the change] 

• Change 2: [Brief description of the change] 

• Change 3: [Brief description of the change] 

We encourage you to review the updated Terms and Conditions available at [Link to Terms and 

Conditions]. Should you have any questions or require further clarification, please do not hesitate 

to contact us at [Contact Information]. 

Thank you for your continued support and understanding. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


