Subject: Update on Organizational
Communication Policy

Dear Team,

As part of our commitment to fostering effective communication across our organization, we are
excited to announce a refresh of our Communication Policy. This policy aims to enhance
collaboration, ensure clarity, and promote a positive work environment.

Key Updates:
e Clear Communication Channels: Defined pathways for internal communication.
o Feedback Mechanisms: Encouraging open feedback and suggestions.
e Technology Usage: Guidelines for utilizing communication tools effectively.
e Inclusivity: Ensuring all voices are heard and respected.

We encourage you to review the updated policy document attached to this email. Additionally,
we will hold a town hall meeting on [Date] to discuss these updates in detail and answer any
questions you may have.

Thank you for your attention and cooperation as we implement these improvements. Your input
is invaluable as we strive for a better workplace.

Best regards,
[Your Name]

[Your Position]
[Organization Name]



