
Employee Handbook Distribution Letter 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name or HR Department] 

Subject: Distribution of Employee Handbook 

Dear [Employee Name], 

We are pleased to provide you with the latest version of our Employee Handbook. This 

document is an essential resource designed to inform you about our policies, procedures, and 

benefits. 

Please take the time to read through the handbook carefully. It covers important topics related to 

your employment, workplace expectations, and company values. Should you have any questions 

or require clarifications, do not hesitate to reach out to your supervisor or the HR department. 

As a reminder, it is your responsibility to familiarize yourself with the content of the Employee 

Handbook. By signing and returning the acknowledgment form, you confirm that you have 

received, read, and understood the handbook. 

We appreciate your cooperation and commitment to our company's policies. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


