
Internal Communication Policy 

Enhancement 

Date: [Insert Date] 

To: All Employees 

From: [Your Name], [Your Position] 

Subject: Enhancement of Internal Communication Policy 

Dear Team, 

As part of our ongoing efforts to foster a collaborative and efficient workplace, we are excited to 

announce enhancements to our Internal Communication Policy. These updates aim to improve 

the flow of information, clarify communication channels, and ensure that everyone is aligned 

with our organizational goals. 

Key Changes: 

• Introduction of regular team check-ins to ensure everyone is informed about project 

statuses. 

• Establishment of a centralized communication platform for sharing updates and 

resources. 

• Guidelines for response times to emails and messages to enhance accountability. 

We encourage you to familiarize yourself with the updated policy, which will be distributed via 

email and can also be found in the company intranet under the Policies section. 

If you have any questions or feedback regarding these enhancements, please feel free to reach 

out. 

Thank you for your continued commitment and cooperation. 

Best regards, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


