To All Employees,

Subject: Revised Rules for Technology Utilization
Dear Team,
We are committed to fostering a productive and secure work environment. As such, we have

developed revised rules regarding technology utilization within our organization. Please review
the following guidelines effective immediately:

1. Acceptable Use

All employees must use technology resources for work-related purposes only. Personal use
should be minimized.

2. Security Measures

Employees must adhere to all cybersecurity protocols, including regular password updates and
reporting suspicious activities.

3. Software Installation

Installation of unauthorized software is strictly prohibited. All software must be approved by the
IT department.

4. Data Management

Employees must ensure that sensitive data is handled in accordance with our data protection
policies.

5. Compliance

Failure to comply with these rules may result in disciplinary action, up to and including
termination.

Thank you for your attention to these important matters. Your cooperation is essential for
maintaining a safe and efficient work environment.

Sincerely,
[Your Name]

[Your Position]
[Company Name]



