
Policy Update Notification 

Dear [Employee/Team Member], 

We are writing to inform you of an important update to our company policy. The updated policy 

will take effect on [Effective Date]. Please review the changes outlined below: 

Updated Policy Details 

• Policy Title: [Policy Name] 

• Previous Version: [Previous Version Details] 

• Overview of Changes: [Summary of Changes] 

We encourage you to read the full policy document available at [Link to Policy Document]. Your 

understanding and compliance are crucial to maintaining a smooth and effective workplace. 

If you have any questions or require further clarification, please do not hesitate to reach out to 

[Contact Person/Department]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


