
Workforce Digital Resources Policy 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Digital Resources Usage Policy 

Dear [Employee Name], 

We recognize the importance of digital resources in enhancing our productivity and 

communication within the workforce. This letter serves to communicate our policy regarding the 

use of digital resources. 

Policy Overview 

1. All digital resources provided by the organization must be used for professional purposes only. 

2. Employees are expected to maintain the confidentiality of sensitive information accessed 

through these resources. 

3. Misuse of digital resources, including but not limited to accessing inappropriate content or 

engaging in illegal activities, may result in disciplinary action. 

Best Practices 

1. Always use strong passwords and keep them confidential. 

2. Regularly update software and applications to ensure security. 

3. Report any suspicious activity or security breaches immediately. 

Please review the full Workforce Digital Resources Policy document attached for more detailed 

information. If you have any questions or require clarification, feel free to reach out. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 



[Your Contact Information] 


