
Notice of Alteration in Organizational 

Policies 

Date: [Insert Date] 

To: All Employees 

Dear Team, 

We hope this message finds you well. We would like to inform you about some important 

changes to our organizational policies that will take effect on [Insert Effective Date]. 

Summary of Changes 

• Policy Title 1: [Brief description of the change] 

• Policy Title 2: [Brief description of the change] 

• Policy Title 3: [Brief description of the change] 

We believe these changes will help us to better align with our organizational goals and improve 

our working environment. 

If you have any questions or require further clarification regarding these changes, please do not 

hesitate to reach out to your supervisor or the HR department. 

Thank you for your attention and cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


