Subject: Communication of Revised
Company Policy
Dear Team,
We hope this message finds you well. We want to inform you that the company has revised
certain policies in response to recent feedback and changing regulations. These updates are
designed to enhance our workplace environment and ensure compliance.
Below are the key changes to the company policies:

o Policy Name 1: Brief description of changes.

« Policy Name 2: Brief description of changes.

o Policy Name 3: Brief description of changes.
The revised policies will take effect on [Effective Date]. We encourage you to read the full
policy documents attached to this email to familiarize yourself with the updates. If you have any

questions or concerns, please do not hesitate to reach out to your manager or the HR department.

Thank you for your attention to this matter and for your continued commitment to our company's
values and standards.

Best regards,
[Your Name]

[Your Position]
[Company Name]



