Update on Revised Company Policy

Date: [Insert Date]

Dear [Employee's Name],

We are writing to inform you about important updates to our company policy, which takes effect
on [Effective Date]. After careful consideration and feedback from our team, we have revised

several key aspects to better align with our organizational goals and enhance our work
environment.

Changes Highlighted

e [Change 1: Brief description]
o [Change 2: Brief description]
e [Change 3: Brief description]

We encourage you to review the revised policy in detail, which can be found [insert
location/link]. Please feel free to reach out if you have any questions or need further clarification.

Thank you for your attention and continued dedication to our company.
Sincerely,

[Your Name]

[Your Position]

[Company Name]



