
Notification of Employee Handbook 

Modifications 

Date: [Insert Date] 

To: All Employees 

From: [Your Company Name] Management 

Dear Team, 

We hope this message finds you well. We are writing to inform you of some important 

modifications to the Employee Handbook that have been made to enhance our workplace 

environment and align with current policies. 

Effective [Insert Effective Date], the following sections have been updated: 

• Section 2.1: Work Hours - Updated to reflect the new flexible working arrangements. 

• Section 5.3: Leave Policy - Amendments to the paid leave benefits. 

• Section 7.4: Code of Conduct - Clarification on workplace behavior expectations. 

Please take a moment to review the updated handbook, which is available on the company 

intranet. 

If you have any questions or concerns regarding these modifications, do not hesitate to reach out 

to [Contact Information]. Your feedback is important to us. 

Thank you for your attention to these important updates. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 


