New Company Policy
To	: All Employees
From	: The Manager
Subject: New Cell Phone Use Policy
Dear employees, 
In response to the recent increase in the use of electronic gadgets in the workplace, the company has drafted a new regarding the use of cellular phones within the workstations. Essentially, this policy describes the company directives for ethical and risk-free use of mobile cellular gadgets within the required professional working time. The new directives will assist in optimizing our productivity and simultaneously limit the interruptions provided by mobile cellular gadgets. These directives are:
· The use of mobile cellular gadgets for non-professional activities within the required working time is prohibited. Non-professional activities include playing electronic games, gambling, and browsing through social media platforms. 
· Abstain from receiving or making calls during any company meeting.
· One is allowed to receive emergency mobile calls in a meeting but is required to excuse himself/herself.
· The use of company-provided mobile cellular gadgets for personalized functions is not allowed.
· One is not allowed to conduct work activities using non-company mobile cellular gadgets.
· Company-provided mobile cellular gadgets should be guarded at all times. In case of destruction or negligent misplacement, one must replace the gadget or reimburse the company.
This new policy will be implemented following discussions and the collection of adequate feedback from all the employees in the company. Consequently, members are encouraged to submit their suggestions and criticisms to this email address as soon as possible. Any questions and unclear points will also be clarified. The feedback and discussions will form the basis for relevant improvements that can be made to this policy.
Diligently Yours,
Write Your Full Name
Manager.
Description of the Differences and Similarities between Verbal and Written Communication of the Above Policy
When verbally explaining the directives from the policy, I will engage the employees in groups where they will be given half an hour to deliberate on the directives and provide suggestions for improvement. When verbally explaining the policies, I will also have to use a cellular mobile gadget to demonstrate various aspects, such as when elaborating on the websites to be avoided during the required working time. Conversely, in the email, I will include certain images and infographics that provide additional information regarding the effect of unregulated cellular phone usage on job performance and productivity. In the email, I will also add links to various videos that explain how one can optimally utilize cellular phones in a professional working environment. However, in both verbal and written means of communicating, I will allow employee feedback as well as any questions regarding the policy. Nonetheless, in verbal communication, I will engage the employees in groups when collecting feedback. Conversely, the emails containing the feedback will be from individuals. Still, in both instances, I will ensure that their feedback is taken seriously and responded to promptly. Also, in both means of conveying the information, I will employ direct, precise, and brief descriptions while minimizing ambiguous language.
