Notification of Updated Corporate
Guidelines

Date: [Insert Date]
To: All Employees

From: [Your Company Name], [Your Title]

Dear Team,

We are writing to inform you about the recent updates to our corporate guidelines that will take
effect starting [effective date]. These changes aim to improve our work environment and enhance
our commitment to compliance and ethical standards.

Key Updates:

o [Brief description of guideline update 1]
o [Brief description of guideline update 2]
o [Brief description of guideline update 3]

Please review the updated guidelines carefully, which can be accessed in the employee portal
under the "Policies" section. It is essential that all employees familiarize themselves with these
changes.

If you have any questions or require further clarification, do not hesitate to reach out to [HR
Contact/Department].

Thank you for your attention and cooperation.
Sincerely,
[Your Name]

[Your Job Title]
[Your Company Name]



