
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are writing to formally notify you of amendments to our existing policy, effective [Effective 

Date]. The changes are as follows: 

• [Detail of Amendment 1] 

• [Detail of Amendment 2] 

• [Detail of Amendment 3] 

We believe these changes will enhance our mutual interests and improve the overall efficiency of 

our operations. Please take a moment to review the amendments, and do not hesitate to reach out 

if you have any questions or require further clarification. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


