Employee Policy Revision Update

Date: [Insert Date]
To: All Employees
From: [Your Name/Title]

Subject: Update on Employee Policy Revision

Dear Team,

We hope this message finds you well. We would like to inform you that there have been
important revisions to our employee policies. These updates are designed to enhance our work
environment and ensure clarity in our expectations.

Key Changes Include:
e Work Hours: Updated guidelines for flexible work arrangements.
« Remote Work Policy: Revised procedures for requesting remote work days.

o Performance Reviews: New timelines and criteria for employee evaluations.

Please review the attached updated policy document for detailed information. We encourage you
to reach out with any questions or feedback.

Thank you for your attention to these important updates.
Sincerely,

[Your Name]

[Your Title]

[Company Name]
[Contact Information]



