
Notification of Employee Handbook Changes 

Date: [Insert Date] 

Dear [Employee's Name], 

We hope this message finds you well. We want to inform you that there have been recent 

changes to the Employee Handbook. These updates are intended to improve our workplace 

policies and ensure compliance with current regulations. 

The key changes include: 

• [Change 1: Brief Description] 

• [Change 2: Brief Description] 

• [Change 3: Brief Description] 

Please take the time to review the updated Employee Handbook, which is available [insert where 

it can be accessed, e.g., company intranet, email attachment]. If you have any questions or 

require further clarification regarding these changes, do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


