
Updates to Internal Communication 

Guidelines 

Date: [Insert Date] 

Dear Team, 

We would like to inform you that we have made some important updates to our internal 

communication guidelines aimed at enhancing collaboration and improving information flow 

across the organization. Please find the key changes outlined below: 

• Communication Channels: All team communications should now be conducted via 

[Insert Preferred Communication Tools]. 

• Response Time: Team members are expected to respond to internal emails within [Insert 

Timeframe] to ensure timely communication. 

• Meeting Protocols: Meeting agendas should be shared [Insert Timeframe] in advance, 

and notes should be distributed within [Insert Timeframe] after the meeting. 

• Feedback Process: A new feedback channel has been established to facilitate ongoing 

discussions about our communication practices. 

We encourage all team members to review these updates carefully and integrate them into your 

daily practices. Your cooperation is crucial for fostering a productive work environment. 

If you have any questions or require further clarification regarding these updates, please feel free 

to reach out to [Insert Contact Person/Department]. 

Thank you for your attention to this matter. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 


