
Reminder: Compliance with Company 

Policies 

Dear [Employee's Name], 

This is a friendly reminder to ensure that you are fully compliant with our company's policies 

and procedures. Adherence to these policies is crucial for maintaining a professional and safe 

workplace for all employees. 

Please take a moment to review the relevant policies in the employee handbook, particularly 

those related to: 

• Workplace Conduct 

• Attendance and Punctuality 

• Confidentiality and Data Security 

• Health and Safety Standards 

If you have any questions or need clarification regarding any policy, please do not hesitate to 

reach out to your manager or the HR department. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 

[Contact Information] 


