«Insert_LE_Agency»
	LETTER FROM AGENCY HEAD [SAMPLE]


Note:  This is a draft, convert to your agency letterhead and insert in the policy set.
[Date]

To:  All Officers & Employees


Re:  Policy & Procedure Manual

Dear Ladies & Gentlemen:

The publication of these updated policies and procedures marks an important milestone in our continued development as a local leader in law enforcement.  For those of you who participated in creating this document, please accept my hardiest thanks for a job well done!  If you did not have an opportunity to provide input, we now ask for your assistance.

Over the next few days and weeks, our entire agency will learn and apply the guidelines of our new procedures.  As we do so, we will re-visit some of the old practices as well.  Take time to study and learn, then give us your ideas on how we can make this an even better guide toward achieving a safer and more efficient operation.  With warmest personal regards to each of you, I remain

Sincerely,

[Name of Agency Head]

«Approval_title»
