Notice of Changes to Operational Policies

Date: [Insert Date]
Dear Team Members,
We hope this message finds you well. We are writing to inform you of some important changes

to our operational policies that will take effect on [Effective Date]. These changes are designed
to improve our work processes and enhance our team performance.

Summary of Changes:

« Policy Change 1: [Brief description of the change]
e Policy Change 2: [Brief description of the change]
« Policy Change 3: [Brief description of the change]

We understand that changes can raise questions or concerns, and we encourage you to reach out
to your supervisor or the HR department for clarification. We will also hold a team meeting on
[Meeting Date] to discuss these changes in detail.

Thank you for your continued dedication and support as we implement these new policies.

Best regards,

[Your Name]

[Your Position]
[Your Company]



