[Date]

To: All Employees / [Department Name]
From: [Name/Department Name]
Subject: Mid-Year Policy Review and Assessment

Dear Team,

This letter serves as a formal notification regarding our scheduled Mid-Year Policy Review and
Assessment. As part of our commitment to maintaining a compliant and efficient workplace, we
have completed an evaluation of our current organizational policies for the first half of the year.

Review Summary:

o Policy Updates: [List specific policies that were modified, e.g., Remote Work, Code of
Conduct].

e New Implementations: [List any new policies introduced].

o Compliance Status: [Brief statement on overall adherence and areas for improvement].

Required Actions:

Please log in to the [Company Portal/HR System] by [Deadline Date] to review the updated
Employee Handbook. Once reviewed, you are required to sign the digital acknowledgment form
to confirm your understanding of these terms.

Assessment Feedback:

We value employee input regarding our internal guidelines. If you have suggestions or require
clarification on any specific policy, please reach out to the Human Resources department at
[Email Address/Phone Number] by [Date].

Thank you for your continued cooperation and professionalism.

Best regards,

[Signature]

[Printed Name]

[Title]
[Company Name]



