Staff Digital Tool Usage Policy

Date: [Insert Date]

To: All Staff Members

Dear Team,

This letter serves to outline our policies regarding the use of digital tools within the workplace.
As we continue to leverage technology to enhance our productivity and communication, it is

crucial that we adhere to the guidelines set forth to ensure a secure and efficient working
environment.

Usage Guidelines

o All staff members must use company-approved digital tools for work-related activities.

« Confidential information should not be shared on personal devices or platforms.

o Employees are responsible for securing their login credentials and must report any
suspicious activity immediately.

Compliance

Failure to comply with this policy may result in disciplinary actions, including termination of
access to digital tools.

Thank you for your attention to this important matter. Together, we can maintain a productive
and secure work environment.

Sincerely,
[Your Name]

[Your Position]
[Company Name]



