
Company Policy Adjustment Announcement 

Date: [Insert Date] 

Dear [Employee's Name/Team], 

We are writing to inform you about an important adjustment to our company policies that will 

take effect on [Effective Date]. This decision has been made after careful consideration and is 

aimed at [briefly state the reason for the adjustment]. 

The key changes are as follows: 

• [Policy Change 1] 

• [Policy Change 2] 

• [Policy Change 3] 

We believe these adjustments will contribute positively to our workplace environment and 

improve our overall operations. All employees are encouraged to review the updated policy 

document, which is available [where the document can be accessed]. 

If you have any questions or concerns regarding these changes, please do not hesitate to reach 

out to [Contact Person/HR Department]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


