	
	
	



[COMPANY NAME]
[ADDRESS]
[CITY, STATE, ZIP CODE]
[DATE]

Subject: Important Update on IT Policies and Procedures
Dear [Recipient’s Name/Team],
We are writing to inform you of recent updates to our IT policies and procedures. These changes are part of our ongoing efforts to enhance security, ensure compliance, and align with best practices for managing our technology infrastructure.
What’s Changing?
The updated IT policies and procedures include:
· [Policy 1, e.g., Enhanced password security requirements.]
· [Policy 2, e.g., Updated guidelines for remote work device usage.]
· [Policy 3, e.g., Introduction of mandatory multi-factor authentication for system access.]
Effective Date
These changes will take effect on [DATE]. It is essential that all team members familiarize themselves with the revised policies before this date.
Where to Access the Updated Policies
The updated IT policies and procedures are available at [link to document/intranet location]. Please review them thoroughly to ensure compliance with the new standards.
Support and Questions
We understand that changes may raise questions, and we are here to support you during this transition. If you need clarification or assistance, please contact [Name, Title] at [Email Address/Phone Number].
Thank you for your attention and cooperation in implementing these updates. 
Together, we can maintain a secure and efficient IT environment.
Yours sincerely,
……………………………………………………….

[NAME]
[TITLE/POSITION]
[COMPANY NAME]
	
	
	



