Notice of Amendments to Employee
Handbook

Date: [Insert Date]
To: [Employee's Name]
From: [Your Name]
Subject: Amendments to Employee Handbook
Dear [Employee's Name],
We wish to inform you that there have been amendments made to the Employee Handbook,
which will take effect on [Effective Date]. These changes are designed to enhance our workplace
environment and reflect current company policies.
The key amendments include:
e [Amendment 1 Description]
e [Amendment 2 Description]

e [Amendment 3 Description]

Please review the updated handbook at your earliest convenience. A copy of the revised
handbook can be found [insert location, e.g., on the company intranet or attached].

If you have any questions or concerns regarding these amendments, feel free to reach out to
[Contact Person or HR Department] at [Contact Information].

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Company Name]



