
Company Name 

Date: [Insert Date] 

To: All Employees 

Subject: Important Update on Revised Corporate Policies 

Dear Team, 

We hope this message finds you well. As part of our ongoing commitment to foster a positive 

and compliant work environment, we have revised several corporate policies that are now in 

effect. 

The key changes include: 

• Updated remote work guidelines 

• Revisions to the employee code of conduct 

• New health and safety protocols 

All employees are encouraged to review the updated policies, which can be found on the 

company intranet under the "Policies" section. 

We understand that change can raise questions, so please feel free to reach out to your manager 

or the HR department for any clarifications. 

Thank you for your attention and cooperation. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


