
Employee Conduct Policy Revision 

Notification 

Date: [Insert Date] 

To: All Employees 

From: [Your Name], [Your Position] 

Dear Team, 

We are writing to inform you of an upcoming revision to our Employee Conduct Policy. The 

revised policy aims to enhance our workplace environment and ensure that our workplace 

remains respectful, productive, and compliant with applicable laws and regulations. 

The revised policy will take effect on [Effective Date]. Key changes include: 

• Updated guidelines on workplace behavior and professionalism. 

• Clarification of procedures for reporting misconduct. 

• Enhanced implications for non-compliance. 

Please review the full policy document attached to this email. If you have any questions or 

require further clarification, do not hesitate to reach out to your supervisor or the HR department. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


