
Policy Adjustment Notice 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are writing to inform you of an adjustment to our policy that will take effect on [Effective 

Date]. This change is part of our ongoing commitment to serve you better and respond to 

evolving circumstances. 

Summary of Changes: 

• [Briefly describe the first change] 

• [Briefly describe the second change] 

• [Briefly describe any additional changes] 

We believe these adjustments will provide enhanced benefits and improve our services. If you 

have any questions or require further clarification, please do not hesitate to contact us at [Contact 

Information]. 

Thank you for your understanding and continued support. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


