(YOUR COMPANY) POLICY LETTER
POLICY LETTERS

A policy is a general statement of how a group or individual should operate in a certain kind of situation.
Policies are different from orders. Orders are given to handle something that happens one particular time, while policies are used to cover certain situations that happen over and over.


Here is a policy: ALWAYS CARRY A HAMMER IN YOUR TRUCK.


Here is an order: "Bring me that hammer."

The policy refers to keeping hammers in trucks AT ALL TIMES. The order refers to only one hammer, and only for that one time.

(Your Company) policies come from two basic sources - good past experiences and bad past experiences. The key word is EXPERIENCE. Over the years, certain situations have repeated themselves many times, and we have learned with both good experiences and bad experiences the best way to deal with them. There is no need for you to figure out how to handle a particular situation if past company experience has already taught us the best way to handle that situation. That is the purpose of Policy Letters - to show you the best way we have found to handle situations that have already happened many times before.

(Your Company) Policies exist for one reason only - to help the company and its personnel work smoothly and profitably, resulting in long term viability for the company and its personnel.

If you examine any successful company you will find that it has a set of workable policies in place to help guide its operation. And it is not enough merely to have a set of good policies; for these company policies to do any good they must be known, understood, and applied by all the staff members of that company.

The entire purpose of a company policy is to help you, your co-workers, and the company to survive better. If it does not do this, it is a bad policy and should be changed. On the other hand, if a policy does result in better survival, it would be good to follow it.

After you read a (Your Company) Policy Letter, you will be expected to know, understand, and be able to apply that policy. If you do not understand it or if you disagree with a Policy Letter in any way, it is expected that you will make this fact known to your immediate senior in the company right away. Perhaps the policy can be improved by a suggestion you make, or perhaps you may need a better understanding of the policy. At any rate, it is never acceptable to simply ignore a policy. 


So here are the first three (Your Company) policies: 

FOLLOW GOOD POLICY.  


HELP TO CHANGE BAD POLICY.  

NEVER IGNORE ANY POLICY.    

(Your Name)

