
Letter Template for Board Policy 

Implementation Plan 

[Date] 

[Recipient Name] 

[Title] 

[Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

Subject: Implementation Plan for [Policy Name] 

We are writing to outline the implementation plan for the newly adopted [Policy Name] by the 

Board of Directors. This policy aims to [briefly state the purpose of the policy]. 

Implementation Objectives 

• Objective 1: [Description] 

• Objective 2: [Description] 

• Objective 3: [Description] 

Timeline 

The implementation of this policy will occur over the following phases: 

1. Phase 1: [Start Date] to [End Date] - [Description] 

2. Phase 2: [Start Date] to [End Date] - [Description] 

3. Phase 3: [Start Date] to [End Date] - [Description] 

Responsibilities 

The following personnel will be responsible for oversight and execution: 

• [Name] - [Role] 

• [Name] - [Role] 

• [Name] - [Role] 



Monitoring and Evaluation 

We will monitor the effectiveness of the implementation through [methods of evaluation]. 

Regular updates will be provided to the Board. 

We appreciate your support as we implement this important policy. Should you have any 

questions or require further information, please do not hesitate to contact me at [Your Contact 

Information]. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


