
Notice of New Policy Implementation 

Date: [Insert Date] 

To: All Staff 

From: [Your Name]  

[Your Title]  

[Your Organization] 

Dear Team, 

We are writing to inform you about the implementation of a new policy that will take effect on 

[Effective Date]. This policy is designed to [briefly describe the purpose of the policy]. 

Key details of the policy include: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

We believe that this policy will help us [mention benefits or improvements]. We encourage you 

to review the full policy document attached to this notice for more comprehensive details. 

If you have any questions or require further clarification, please do not hesitate to reach out to 

[Contact Person/Department] at [Contact Information]. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Organization] 


