Date: [Insert Date]

To: [Insert Name of Policy Owner/Department Head]

From: [Insert Executive Name/Title]

Subject: Formal Approval and Issuance of [Insert Policy Name]
Dear [Insert Name],

Following a final executive review of the proposed [Insert Policy Name], [ am pleased to
provide formal approval for its immediate issuance and implementation.

This policy is a critical step in scaling our operations and ensuring consistency across [Insert
Department or Company Name] as we continue our growth. We have determined that the
guidelines outlined align with our current business objectives and legal requirements.
Next steps for implementation:

o Upload the finalized version to the company knowledge base/handbook.

o Distribute the policy to all affected employees via [Insert Distribution Method].

o Coordinate any necessary training sessions by [Insert Date].

Please ensure that all employees acknowledge receipt and understanding of this policy. Thank
you for your hard work in developing these guidelines.

Sincerely,
[Signature]
[Insert Executive Name]

[Insert Executive Title]
[Insert Startup Name]



