Announce New Policy with Questions to Supervisor [Replace with company letterhead]
Dear employees;
  

As of __/__/__ [date], a new _________________ policy will be instituted here at _________________ [company name]. 

  

Under the new policy, _________________. [Explain the nature of the new policy]
  

If you have any questions regarding the provisions of this policy or how it will affect you, please do not hesitate to consult your supervisor. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
