
IT Department Guideline Amendment 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Name] 

Department: IT Department 

Subject: Amendment to IT Department Guidelines 

Dear [Recipient's Name], 

We would like to inform you of an amendment to our IT department guidelines. After extensive 

review and feedback, the following changes have been proposed: 

• Section 1: [Description of amendment] 

• Section 2: [Description of amendment] 

• Section 3: [Description of amendment] 

These amendments aim to enhance our operational efficiency and ensure compliance with 

current industry standards. 

Please review the attached document for detailed information regarding the changes. We 

encourage your feedback and will address any concerns you may have during our upcoming 

team meeting scheduled for [Insert Date and Time]. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

IT Department 


