Instructions:
Copy and paste the templates into an Announcement. Insert any specific information and feel free to modify. Enjoy!
Open Enrollment Template
Headline: Open Enrollment Is Right Around the Corner
Announcement:
Important reminder: Open enrollment will take place between [DATE RANGE].
During open enrollment, you will be able to:
· OPTION 1 (ex. Change current benefit elections)
· OPTION 2
· OPTION 3 

Join the [GROUP NAME – ex. HR Benefits] to find out more detailed information and ask any questions you may have around this year’s offering.


*************************************************************************************
Updated Company Policies/Benefits Template 

[bookmark: _GoBack]Use this template to send out communication regarding changes to updated internal policies (ex. Handbook, time off policy, 401k changes).

Headline:  New [POLICY OR BENEFIT NAME]

Announcement:
The administration has updated the [POLICY NAME]. Please take a moment to review the new changes to the policy.

*************************************************************************************
Holiday Party/Company Event Template

Tis the season! Have a holiday party coming up? Or maybe a company outing like a picnic? Use this template to send to employees. Make sure to include any of the following elements for greater impact: photo of the venue, insert a poll asking employees what type of music or food to have, or attach a document with detailed information about the event. 

Copy and paste the template below and add in your custom details into the Community Announcement editor: 

Headline:  You’re Invited to the [NAME OF EVENT]

Announcement:
 Please join us in celebrating at the [NAME OF EVENT]!  Here are the details:

When: 
Where:
Time:

 Leave a comment below if you will be in attendance this year. We look forward to a great turnout this year!

****************************************************************************

Inclement Weather Template

Headline: Alert: Office Closed Due to Inclement Weather

Announcement: 
Please be advised, the [Office Name] will be closed [DATE] due to inclement weather in the forecast. We anticipate being open tomorrow, but we will send out a notification should anything change. 

Thank you. 






