Dear Associates,

We are excited to announce the introduction of a new policy aimed at enhancing our workplace
environment and promoting a culture of excellence.

Policy Overview

The new policy, effective as of [Effective Date], focuses on [Brief Description of Policy].
Key Highlights
o [Highlight 1]

e [Highlight 2]
o [Highlight 3]

Implementation

All associates are required to familiarize themselves with the new policy, which can be accessed
in detail on [Link to Policy Document or Intranet Location].

Support and Feedback

If you have any questions or need further clarification, please do not hesitate to reach out to
[Contact Person or Department]. We value your feedback and encourage open communication
throughout this transition.

Thank you for your attention and cooperation.

Sincerely,

[Your Name]
[Your Position]
[Company Name]



