Subject: Implementation of New Policy

Date: [Insert Date]
Dear [Employee/Team Name],
We hope this message finds you well. We are writing to inform you about the implementation of
a new policy that will take effect on [effective date]. This policy aims to [briefly explain the
purpose of the policy].
Key highlights of the new policy include:

o [Highlight #1]

o [Highlight #2]

o [Highlight #3]
We believe that this policy will [mention benefits or improvements]. It is important that all team
members familiarize themselves with the policy details, which can be found in the attached

document.

Please feel free to reach out to [Contact Person/Department] with any questions or concerns
regarding the new policy.

Thank you for your cooperation and support as we implement this change.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]



