Formal letter notifying policy change

Subject: Notification of Policy Update

Dear Employees,

This is to formally notify you of an update to our company leave policy, effective from 1st November.
The revised policy includes adjustments to annual leave entitlements and procedures for requesting
leave.

Please review the updated policy document attached and direct any questions to the HR
department.

Sincerely,

[HR Manager]

[Company Name]
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