Agreement on New Policy Implementation

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Agreement on New Policy Implementation
Dear [Recipient's Name],

We are writing to formally document our agreement regarding the implementation of the new
policy titled "[Policy Name]." This policy is designed to [brief description of the purpose of the

policy].

As discussed in our recent meetings, the key points of the new policy implementation are as
follows:

« Effective Date: [Insert Effective Date]

e Scope: [Describe the scope of the policy]

o Responsibilities: [Outline key responsibilities]

o Evaluation and Review: [Describe how the policy will be evaluated]

We believe that the successful implementation of this policy will greatly enhance [mention
expected outcomes]. We appreciate your collaboration and support in this process.

By signing below, both parties agree to the terms outlined above:

[Your Name] - [Your Title]

[Recipient's Name] - [Recipient's Title]

Thank you for your attention to this matter. We look forward to working together on this
important initiative.

Sincerely,
[Your Name]

[Your Position]



[Your Contact Information]



