Notification of Changes to Employee
Handbook

Date: [Insert Date]
To: All Employees
From: [Your Name/Title]
Subject: Important Updates to Employee Handbook
Dear Team,
We would like to inform you that there have been recent updates made to the Employee
Handbook, effective [Insert Effective Date]. These changes are in response to [reason for
changes, e.g., new legislation, organizational changes, etc.].
Key changes include:
e [Change 1: Brief description]
o [Change 2: Brief description]
e [Change 3: Brief description]
We encourage you to review the updated Employee Handbook, which can be accessed [provide
location or link]. It is important to stay informed of these changes to understand how they may

affect your role and responsibilities within the company.

If you have any questions or need further clarification, please feel free to reach out to [HR
contact information].

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Job Title]

[Company Name]



