
Policy Changes Confirmation 

Date: [Insert Date] 

To: All Employees 

From: [Your Name] 

Subject: Confirmation of Policy Changes 

Dear Team, 

This letter serves as a formal confirmation of the recent policy changes that have been 

implemented within our organization. These changes have been made to improve our operational 

efficiency and to better align with our company goals. 

Summary of Changes: 

• Policy Name: [Insert Policy Name] 

• Previous Version: [Insert Previous Version Details] 

• New Version: [Insert New Version Details] 

• Effective Date: [Insert Effective Date] 

We encourage you to review the updated policies carefully and reach out to your manager or the 

HR department if you have any questions or require further clarification. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 


