
Reminder: Adherence to Company Policies 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name/Department] 

Subject: Reminder for Policy Adherence 

Dear [Employee Name], 

This is a friendly reminder regarding our company policies that are essential for maintaining a 

productive and respectful work environment. It has come to our attention that there have been 

some inconsistencies in adherence to the following policies: 

• [Policy 1] 

• [Policy 2] 

• [Policy 3] 

We encourage you to review these policies and ensure compliance moving forward. Your 

cooperation is crucial in maintaining a positive workplace culture. 

If you have any questions or need clarification on any of the policies, please do not hesitate to 

reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


