
Policy Enforcement Awareness Letter 

Date: [Insert Date] 

To: [Employee Name] 

Department: [Department Name] 

Subject: Policy Enforcement Awareness 

Dear [Employee Name], 

This letter serves to remind you of our company's policies and the importance of adhering to 

them. As an organization, we are committed to maintaining a professional work environment and 

ensuring the safety and security of all employees. 

It is imperative that you familiarize yourself with the following policies: 

• Code of Conduct 

• Workplace Safety Guidelines 

• Data Security Policy 

• Anti-Harassment Policy 

Failure to comply with these policies may result in disciplinary action, up to and including 

termination of employment. 

Please take this opportunity to review our policy documents attached to this letter and direct any 

questions or concerns to your supervisor. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


