
Internal Communication: Business Policy 

Update 

Date: [Insert Date] 

To: All Employees 

From: [Your Name] / [Your Position] 

Subject: Update on Company Business Policies 

Dear Team, 

We hope this message finds you well. We are writing to inform you of some important updates 

to our business policies that will take effect as of [Effective Date]. These changes are part of our 

ongoing efforts to improve our workplace and align with industry standards. 

Key Updates: 

• [Policy Name]: [Brief Description of Changes] 

• [Policy Name]: [Brief Description of Changes] 

• [Policy Name]: [Brief Description of Changes] 

Please take the time to review the updated policies in detail at your earliest convenience. They 

will be available on [Intranet/Company Portal link]. 

If you have any questions or require further clarification regarding these updates, please do not 

hesitate to reach out to your immediate supervisor or the HR department. 

Thank you for your attention to this matter and for your continued commitment to our company. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


