Logistics Policy Revision Announcement
Date: [Insert Date]
Dear [Employee/Team Name],
We are writing to inform you about important revisions to our logistics policy, effective [Insert
Effective Date]. These changes have been made to enhance our operational efficiency and ensure
that we meet the evolving needs of our business.
The key updates include:

o [Briefly describe change 1]

o [Briefly describe change 2]

o [Briefly describe change 3]
We believe that these revisions will contribute positively to our workflow and improve our
service delivery. We encourage you to review the updated policy document attached for a

complete understanding of the changes.

If you have any questions or concerns regarding the revised logistics policy, please do not
hesitate to reach out to your manager or the HR department.

Thank you for your attention to this important update.
Best regards,
[Your Name]

[Your Position]
[Your Company]



