Announce New Policy by a Regulator [Replace with company letterhead]
Dear _________________: [addressees]
  

In response to recent changes in _________________, _________________ [company name] is changing its policy on _________________. 

  

From this date forth, our policy regarding _________________ will be as follows: 

  

	

	 
	_________________.


[new policy]  

Any questions regarding this policy should be addressed to the _________________. [position of person responsible for queries]
  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
