Subject: Important Update on
Organizational Policy Changes

Dear Team,

We want to inform you about some important updates to our organizational policies that will
take effect starting [Effective Date]. After careful consideration, we have made these changes to
improve our work environment and enhance our operational efficiency.

Key Changes:

« [Policy Change 1]: [Brief description of policy change 1]
e [Policy Change 2]: [Brief description of policy change 2]
« [Policy Change 3]: [Brief description of policy change 3]

We encourage you to review the updated policies in detail, which can be found on our intranet at
[Link to Policy Document].

If you have any questions or concerns regarding these changes, please feel free to reach out to
your manager or the HR department.

Thank you for your attention to these important updates.
Sincerely,

[Your Name]

[Your Position]

[Organization Name]
[Contact Information]



