
Advisory Notice 

Subject: Implementation of New Policy 

Dear Team, 

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

[Effective Date]. This policy aims to enhance our operational efficiency and ensure compliance 

with industry standards. 

Overview of the Policy: 

The key points of the new policy include: 

• [Policy Point 1]: [Brief Description] 

• [Policy Point 2]: [Brief Description] 

• [Policy Point 3]: [Brief Description] 

Implementation Timeline: 

We plan to roll out the new policy in the following phases: 

1. [Phase 1]: [Description and Dates] 

2. [Phase 2]: [Description and Dates] 

3. [Phase 3]: [Description and Dates] 

Training and Support: 

To ensure a smooth transition, training sessions will be held on [Training Dates]. Attendance is 

mandatory for all staff. 

Feedback: 

We value your input; please feel free to reach out with any questions or concerns regarding this 

new policy by contacting [Contact Person] at [Contact Email]. 

Thank you for your cooperation and commitment to our organization's success. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


