Subject: Explanation of New Policy
Implementation

Dear [Employee/Team Name],
We hope this message finds you well. We are writing to inform you about a new policy that will
be implemented effective [start date]. This policy has been developed with careful consideration
and aims to [briefly describe the purpose of the policy].
The key points of the new policy include:

e [Key Point 1]

o [Key Point 2]

e [Key Point 3]
We believe that this policy will enhance [mention benefits, e.g., workplace safety, productivity,
etc.]. We understand that changes can raise questions, and we are committed to ensuring that
everyone is well-informed.

For any questions or concerns regarding this new policy, please do not hesitate to reach out to
[Contact Person/Department] at [Contact Information].

Thank you for your cooperation and commitment to [Company Name].
Sincerely,

[Your Name]

[Your Position]

[Company Name]



