
Internal Communication Procedures 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Internal Communication Procedures Update 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our ongoing efforts to streamline our internal 

communication processes, we are implementing the following procedures: 

1. All internal emails should use the designated subject format: [Format Example] 

2. Meetings should be scheduled using the shared calendar to ensure availability. 

3. Updates on project statuses should be submitted every [Frequency] to [Designated 

Person/Team]. 

4. For urgent matters, please use the [Emergency Communication Tool/Method]. 

Please ensure that all team members are informed about these procedures and feel free to reach 

out if you have any questions or suggestions. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


