
Quarterly HR Policy Review 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Your Name] 

Subject: Quarterly Review of HR Policies 

Dear [Recipient's Name], 

As part of our commitment to maintaining an effective and compliant workplace, we are 

conducting our quarterly review of HR policies. This review aims to ensure that our policies 

align with current regulations, reflect our organizational values, and meet the needs of our 

employees. 

Please find attached the list of policies that will be reviewed this quarter: 

• Employee Conduct Policy 

• Attendance Policy 

• Leave of Absence Policy 

• Diversity and Inclusion Policy 

We encourage you to provide any feedback or suggestions regarding these policies by [Insert 

Due Date]. Your insights are valuable to us in this ongoing process. 

Thank you for your cooperation and commitment to fostering a positive workplace culture. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


