
Internal Policy Summary 

Dear Employees, 

We are pleased to provide you with a summary of our internal policies to ensure a clear 

understanding of our organization's expectations and guidelines. 

1. Code of Conduct 

All employees are expected to uphold the highest standards of integrity, professionalism, and 

respect in the workplace. 

2. Attendance Policy 

Regular attendance is essential to the smooth operation of our organization. Employees should 

notify their supervisor as soon as possible in case of absence. 

3. Confidentiality Agreement 

Employees must maintain the confidentiality of sensitive company information and not disclose 

it to unauthorized parties. 

4. Harassment Policy 

Our organization is committed to providing a work environment free from harassment. Any 

incidents should be reported immediately. 

5. Dress Code 

Employees are expected to dress in a manner that reflects professionalism and is appropriate for 

their role. 

If you have any questions regarding these policies, please do not hesitate to reach out to your 

supervisor or HR department. 

Best Regards, 

[Your Name] 

[Your Position] 

[Company Name] 


