
Revised Recruitment Policy 

Date: [Insert Date] 

To: [Insert Recipient Name]  

[Insert Recipient Position]  

[Insert Company Name] 

Dear [Recipient Name], 

We are pleased to inform you of the recent revisions made to our recruitment policy aimed at 

streamlining our hiring processes. These changes have been implemented to enhance efficiency, 

improve candidate experiences, and ensure alignment with our organizational goals. 

Key Revisions 

• Standardization of job descriptions to ensure clarity and consistency across all 

departments. 

• An updated candidate screening process to expedite applications. 

• Implementation of a new digital tracking system for better monitoring of candidate 

progress. 

• Enhanced training programs for hiring managers focused on inclusive and effective 

interviewing techniques. 

We believe that these changes will greatly benefit our hiring teams and attract top talent to 

[Insert Company Name]. We encourage you to review the attached revised policy document and 

provide any feedback by [Insert Feedback Deadline]. 

Thank you for your continuous support and contribution to our recruitment efforts. 

Sincerely,  

[Your Name]  

[Your Position]  

[Insert Company Name]  

[Contact Information] 


