Department of [Department Name]

[Date]
To: All Staff
Subject: Revised Departmental Guidelines
Dear Team,
We are pleased to announce the revision of our departmental guidelines to better align our
practices with current standards and improve our overall efficiency. Please take a moment to
review the key changes outlined below:
e Change 1: [Description of change]
e Change 2: [Description of change]
e Change 3: [Description of change]

The complete set of guidelines can be accessed at [link to guidelines]. We encourage everyone to
familiarize themselves with these revisions and implement them in your daily operations.

If you have any questions or require further clarification, please do not hesitate to reach out to
your supervisor or the HR department.

Thank you for your attention and cooperation.
Best regards,
[Your Name]

[Your Position]
[Department Name]



