
Employee Handbook Distribution 

Notification 

Date: [Insert Date] 

To: All Employees 

Dear Team, 

We are pleased to announce the release of the revised Employee Handbook, which has been 

updated to reflect our company's current policies and procedures. The new handbook is effective 

as of [Insert Effective Date]. 

Please take some time to review the handbook, as it includes important information regarding 

our workplace policies, benefits, and expectations. The handbook can be accessed online at 

[Insert Link] or a printed copy can be requested from the HR department. 

We encourage you to reach out to your supervisors or the HR team with any questions or 

clarifications regarding the revised policies. 

Thank you for your attention to this important matter. 

Best regards, 

[Your Name]  

[Your Job Title]  

[Your Company Name] 


