Announcement of Employee Handbook
Corrections

Dear Team,

We hope this message finds you well. We would like to inform you of some important
corrections made to our Employee Handbook. These changes are designed to enhance clarity and
ensure compliance with current organizational policies.

Corrections Overview:

e Section 3.2: Updated guidelines on remote work eligibility.
e Section 5.1: Revised vacation accrual policy.
e Section 7.4: Clarification of the employee grievance process.

We encourage all employees to review these corrections carefully. The updated version of the
Employee Handbook is available on the company intranet as of today. If you have any questions
or concerns regarding these changes, please do not hesitate to reach out to your manager or the
HR department.

Thank you for your attention to this matter.
Best regards,
[Your Name]

[Your Position]
[Company Name]



