Dear Team,

We hope this message finds you well. We are writing to inform you about the new operational
guidelines that will be effective starting [Effective Date].

These guidelines have been developed to enhance our operational efficiency and ensure
compliance with industry standards. Key changes include:

e Guideline 1: [Brief Description]
o Guideline 2: [Brief Description]
e Guideline 3: [Brief Description]

We encourage all staff to review the complete document attached to this email. Please direct any
questions or concerns to your supervisor or the HR department.

Thank you for your attention and cooperation.

Sincerely,

[Your Name]
[Your Position]
[Company Name]



