
Notice of Policy Revision 

Date: [Insert Date] 

To: All Employees 

Subject: Revision of Organizational Policies 

Dear Team, 

We are writing to inform you that the following organizational policies have been reviewed and 

revised: [List of Policies]. The updated policies are effective as of [Effective Date]. 

The revisions have been made to ensure compliance with current regulations and to improve our 

operational efficiency. We encourage you to review the updated policies, which are available on 

the [Location of Policies, e.g., Intranet or HR Portal]. 

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

out to [Contact Person/Department]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 


