Dear [Employee/Stakeholder Name],

We hope this message finds you well. We are writing to inform you about upcoming
modifications to our company policies that will take effect on [Effective Date].

These changes are part of our ongoing efforts to enhance our operations and better align with
industry standards. The key modifications include:

e [Policy Modification 1: Brief Description]
o [Policy Modification 2: Brief Description]
e [Policy Modification 3: Brief Description]

We understand that these adjustments may raise questions, and we encourage you to reach out to
[Contact Person/Department] at [Contact Information] for any clarifications.

Thank you for your understanding and cooperation as we implement these changes.

Sincerely,

[Your Name]
[Your Position]
[Company Name]



