
Employee Handbook Revision Suggestions 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Suggested Revisions for Employee Handbook 

Dear [Recipient's Name], 

I hope this message finds you well. After reviewing the current employee handbook, I would like 

to propose some revisions that I believe will enhance clarity and effectiveness. Please find my 

suggestions below: 

Section 1: Code of Conduct 

• Clarify the expectations regarding online behavior and social media usage. 

• Introduce a dedicated section for conflict resolution procedures. 

Section 2: Leave Policies 

• Update the language regarding paid time off (PTO) to reflect changes in accrual rates. 

• Add a clear guideline for parental leave benefits. 

Section 3: Performance Reviews 

• Specify the timeline and frequency for performance evaluations. 

• Include a section detailing the feedback process and how employees can prepare. 

I believe these revisions will not only provide more clarity to our employees but also foster a 

more positive work environment. I would appreciate the opportunity to discuss these suggestions 

further and welcome any additional feedback. 

Thank you for considering my proposals. 

Sincerely, 

[Your Name] 

[Your Position] 


