Executive Summary for Policy Revisions

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: Executive Summary for Proposed Policy Revisions

Dear [Recipient Name],

This executive summary outlines the proposed revisions to the [Policy Name] with the objective

of enhancing its effectiveness and aligning it with current organizational goals and regulatory
requirements.

Background

The existing policy, implemented on [Insert Implementation Date], has served its purpose but
requires updates to address [briefly mention key issues or changes in context].

Proposed Changes
e Change 1: [Brief description of change 1]

e Change 2: [Brief description of change 2]
e Change 3: [Brief description of change 3]

Impact

These revisions are expected to [list expected outcomes such as improve efficiency, ensure
compliance, etc.].

Next Steps

We recommend scheduling a meeting to discuss these proposed changes in detail and gather
further input from stakeholders.

Thank you for your attention to this important matter. | look forward to your feedback.

Sincerely,



[Your Name]
[Your Title]
[Your Contact Information]



