Important Update: Revised Company Policy

Date: [Insert Date]
Dear Team,
We hope this message finds you well. We are writing to inform you of important revisions made

to our company policies that will take effect on [Insert Effective Date]. The revisions aim to
enhance our workplace environment and align our practices with industry standards.

Summary of Changes:

« Policy 1: [Brief description of the revision]
o Policy 2: [Brief description of the revision]
« Policy 3: [Brief description of the revision]

We encourage you to review the full revised policy document, which is accessible on our internal
portal [insert link or location]. A meeting will be held on [Insert Date] to discuss these changes
and address any questions you may have.

Thank you for your attention to this matter and for your continued dedication to our organization.
Sincerely,

[Your Name]

[Your Position]
[Company Name]



