EMPLOYEE HANDBOOK UPDATE NOTIFICATION

Dear :

As part of our ongoing commitment to providing a positive and productive work environment,
we are pleased to announce an update to the Employee Handbook. Effective , the following
changes will be implemented:

The updated Employee Handbook is designed to ensure that our policies and procedures align
with current industry standards, legal requirements, and the evolving needs of our organization.
We believe that these changes will contribute to a better understanding of our workplace
expectations, foster a collaborative atmosphere, and enhance overall job satisfaction.

We kindly request that all employees take the time to review the updated Employee Handbook,
which can be accessed at . Please familiarize yourself with these changes at your earliest

convenience.

If you have any questions or require clarification on any of the updates, please do not hesitate to
reach out to .

Thank you for your attention to this matter.

Sincerely,
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