Announcement of Revised Security Policy

Date: [Insert Date]
To: All Employees
Dear Team,

We are writing to inform you of the revised security policy that will take effect on [Insert
Effective Date]. In our continuous effort to ensure the safety and security of our employees,
assets, and information, we have made updates to the security protocols.

Key Changes to the Security Policy:

« Increased access control measures for sensitive areas.

o Updated guidelines for remote work security.

o Mandatory security training sessions for all employees.

« New reporting procedures for security incidents.

We urge all employees to review the revised policy in detail, which can be found on the
company intranet at [Insert Link]. Your cooperation is essential to ensure that we maintain a safe
working environment.

If you have any questions or concerns regarding the updated policy, please do not hesitate to
reach out to the HR department at [Insert Contact Information].

Thank you for your attention to this important matter.
Sincerely,
[Your Name]

[Your Job Title]
[Company Name]



