
Introduction of New Policy 

Date: [Insert Date] 

To: All Employees 

From: [Your Name] 

Subject: Introduction of New Policy on [Policy Topic] 

Dear Team, 

We are writing to inform you about a new policy that will be implemented effective [Effective 

Date]. This policy is designed to [briefly explain the purpose of the policy]. 

The key points of the policy are as follows: 

• [Key Point 1] 

• [Key Point 2] 

• [Key Point 3] 

We believe that this new policy will [explain the benefits]. It is important that everyone 

understands the implications of this policy and adheres to it moving forward. 

If you have any questions or require further clarification, please feel free to reach out to your 

department head or HR. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


