Subject: Revised Employee Guidelines

Dear Team,

We hope this message finds you well. We are writing to inform you that the Company has
updated its Employee Guidelines, effective immediately. The revisions aim to enhance our work
environment and ensure our values are upheld.

Please take the time to review the updated guidelines, which are available on the company portal.
Key changes include:

o Updated remote work policies
e Revised leave of absence procedures
e Enhanced employee conduct standards

We encourage you to reach out to your supervisor if you have any questions or require further
clarification regarding these changes.

Thank you for your attention to this matter and for your continued commitment to our team.
Sincerely,
[Your Name]

[Your Position]
[Company Name]



