
IT Department Policy Summary 

Date: [Insert Date] 

To: All Staff 

From: IT Department 

Subject: IT Department Policy Summary for Staff Awareness 

Introduction 

The purpose of this document is to provide a summary of important IT policies that all staff 

should be aware of to ensure compliance and maintain security. 

Key Policies 

• Acceptable Use Policy: Guidelines for using company resources responsibly. 

• Data Protection Policy: Measures to safeguard sensitive information. 

• Remote Work Policy: Rules for IT security while working from home. 

• Incident Reporting Policy: Steps to follow in case of IT security breaches. 

• Software Installation Policy: Approval process for installing new software. 

Compliance 

All staff are required to adhere to the above policies. Non-compliance may result in disciplinary 

action. 

Contact Information 

If you have any questions regarding the policies, please contact the IT Department at it-

support@example.com. 

Thank you for your attention and cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

IT Department 
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