
Organizational Policy Changes Advisory 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Sender's Name] 

Subject: Notification of Policy Changes 

Dear [Insert Recipient's Name], 

We are writing to inform you about upcoming changes to our organizational policies that will 

take effect on [Insert Effective Date]. These changes are aimed at improving our workplace 

environment and ensuring compliance with new regulations. 

Summary of Changes: 

• [Policy Change 1: Brief Description] 

• [Policy Change 2: Brief Description] 

• [Policy Change 3: Brief Description] 

We encourage all employees to review the updated policies, which can be found on our internal 

portal [Insert Link or Instructions]. 

Your understanding and cooperation in this matter are greatly appreciated. If you have any 

questions or concerns, please do not hesitate to reach out to [Insert Contact Person/Department]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Insert Sender's Name] 

[Insert Sender's Title] 

[Insert Organization's Name] 


