
Summary of Recent Policy Adjustments 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Your Name] 

Dear [Recipient Name], 

As part of our ongoing efforts to enhance our operations and ensure compliance with current 

regulations, we have made several important adjustments to our company policies. Below is a 

summary of these changes: 

1. Remote Work Policy 

The remote work flexibility has been expanded, allowing employees to work from home up to 

three days per week. All requests must be submitted to management for approval. 

2. Vacation Policy 

Employees can now carry over a maximum of five unused vacation days to the following year, 

effective immediately. 

3. Health and Safety Protocols 

In light of recent health concerns, we have updated our health and safety protocols, including 

mandatory health screenings and reporting procedures for any illness. 

We believe these adjustments will foster a better work environment and align our practices with 

industry standards. If you have any questions or need further clarification, please do not hesitate 

to reach out. 

Thank you for your attention to these important updates. 

Sincerely, 

[Your Name] 

[Your Position] 


