HR Policy Change Notification

Date: [Insert Date]

To: All Employees

From: [HR Department/Your Name]

Dear Team,

We hope this message finds you well. We are writing to inform you of an important update to

our HR policies that will take effect on [Insert Effective Date]. These changes reflect our
commitment to ensuring a supportive and productive work environment.

Policy Changes Overview

e [Policy Name]: [Brief Description of the Change]
e [Policy Name]: [Brief Description of the Change]
e [Policy Name]: [Brief Description of the Change]

We encourage all employees to review the updated policies in detail. The complete policy
document will be available on our internal portal starting [Insert Date].

If you have any questions or concerns regarding these changes, please do not hesitate to reach
out to the HR team at [Insert Contact Information].

Thank you for your attention to this matter and for your continued dedication to our company.
Sincerely,
[Your Name]

[Your Job Title]
[Company Name]



