Date:
To
[The Recipient Name]
[Address]
Subjects: Policy announcement for [X]
Dear all,
I hereby confirm that the company is going to implement a change in its policy regarding computer and data usage. Effective from 1st August, office computer and internet can only be used for company-related tasks. These are no longer meant for personal or unofficial usage. The said policy must be followed by each employee of the company. Earlier there was no restriction but recent records about internet usage are indicating its misuse.
Employees are using the internet for personal downloading, online games, and social media activities. These malpractices have resulted in overconsumption of the internet and reduced data connectivity. I am making it clear that none of these activities is allowed within the office premises even during break time. These have nothing to do with your productivity.
As per the new policy, employees are directed to refrain from unauthorized use of the internet and computer. Any employee who is found violating it will be answerable to management and may be charged for the same. Our IT expert has installed software that can block and detect unofficial data usage. It also reports such violators to their respective supervisors.
Your compliance with this policy will be highly appreciated. We are hopeful to see a positive change in your behavior. So, cooperate with us to make this policy effective.
I wish you all the best of luck.
Sincerely,
Jonathan Paul
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