Internal Memorandum

Date: [Insert Date]

To: All Management Staff

From: [Your Name] - [Your Position]

Subject: Notification of Internal Policy Changes

Dear Team,

As part of our ongoing efforts to improve our operational efficiency and workplace environment,
we are implementing several changes to our internal policies effective [Insert Effective Date].

These changes have been designed to better align with our strategic goals and enhance our
organizational culture.

Key Policy Changes:

« Policy 1: [Brief description of policy change]
o Policy 2: [Brief description of policy change]
« Policy 3: [Brief description of policy change]

We believe that these changes will contribute positively to our work environment. Please take
the time to review the detailed document attached to this memorandum which outlines all
changes and the rationale behind them.

If you have any questions or require further clarification, do not hesitate to reach out to [Contact
Person] at [Contact Information].

Thank you for your cooperation and understanding.
Best regards,
[Your Name]

[Your Position]
[Your Company]



