Standard Policy Statement – Specific Regulation [Replace title with letterhead]
Dear _________________: [Insert title and name of addressee / address to employees]
  

_________________ [company name] has developed a new and revised company standard regarding _________________. From __/__/__ [date from which standard is to be implemented], our standard will be: _________________. 

  

We request that all of our employees adhere to this new standard from now on. 

  

Should you have any questions regarding our revised policy or how to implement it, please speak to your line manager. 

  

Thank you for assisting us in improving our standards here at _________________. [Insert company name]
  

Sincerely, 

  

  

  

_________________ 

_________________
