Announcement of Policy Changes

Dear Team,

We are writing to inform you of some important changes to our company policies that will take
effect on [Effective Date]. These changes are aimed at improving our work environment and
aligning with our organizational goals.

Key Changes:

o Policy A: [Brief description of Policy A change]
o Policy B: [Brief description of Policy B change]
e Policy C: [Brief description of Policy C change]

We encourage you to review the full policy document attached to this email for more detailed
information. Your understanding of these changes is crucial, and we appreciate your adaptability
as we move forward.

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

Thank you for your continued dedication to our team.

Sincerely,

[Your Name]
[Your Position]
[Company Name]



