
Official Communication of Policy Revisions

Subject: Important Update to Ethics and Code of Conduct Policy

Dear Team Members,

I am writing to inform you of important updates to our Ethics and Code of Conduct Policy, effective

[Effective Date]. These revisions reflect our ongoing commitment to maintaining the highest ethical

standards and adapting to evolving workplace dynamics and regulatory requirements.

SUMMARY OF KEY CHANGES:

[List the most significant updates, such as:]

- New provisions regarding social media and online conduct

- Enhanced protections for whistleblowers

- Updated conflict of interest disclosure requirements

- Clarified guidelines on accepting gifts and entertainment

- New procedures for reporting ethics concerns

- Expanded anti-discrimination and harassment protections

WHY THESE CHANGES WERE MADE:

[Briefly explain the rationale, such as new regulations, incidents that highlighted gaps, employee

feedback, or industry best practices]

WHAT YOU NEED TO DO:

1. Review the updated policy thoroughly (attached and available on [location])

2. Complete the online training module by [Deadline Date]

3. Sign and submit the new acknowledgment form by [Deadline Date]

4. Direct any questions to [Contact Person/Department]

The updated policy represents our collective commitment to creating an ethical, respectful, and

compliant workplace. All employees are expected to familiarize themselves with these changes and

integrate them into their daily work practices.

Mandatory training sessions will be held on the following dates:



[List session dates, times, and locations or virtual meeting links]

If you have questions about any aspect of the updated policy or need clarification on how these

changes apply to your specific role, please don't hesitate to reach out to the Human Resources

department or Ethics Office.

Thank you for your continued commitment to upholding our organization's values and ethical

standards.

Sincerely,

[Senior Leader Name]

[Title]

[Company Name]

[Date]

Get more templates here: 

https://www.lettersandtemplates.com/letters/policy-for-ethics-and-code-of-conduct-template


