[Date]

To: All Employees
From: [Executive Name/CEO Name]
Subject: Release of the Revised Employee Ethics Handbook

Dear Team,

I am pleased to introduce the updated Employee Ethics Handbook for [Company Name]. This
revised document reflects our ongoing commitment to integrity, transparency, and the highest
standards of professional conduct.

As our organization grows, it is essential that we maintain a shared understanding of the values
that define our culture. This handbook has been updated to include current legal requirements,
industry best practices, and clear guidelines regarding [mention 1-2 specific areas, e.g., data
privacy, workplace conduct, or conflicts of interest].

What you need to do:
e Read the revised handbook in its entirety.
o Familiarize yourself with the reporting procedures for ethical concerns.
e Sign and return the enclosed acknowledgment form to the Human Resources department

by [Deadline Date].

Our reputation is built on the daily actions of every team member. Thank you for your continued
dedication to upholding the principles that make [Company Name] a trusted organization.

If you have any questions regarding the contents of this handbook, please reach out to
[Department/Contact Person].

Sincerely,
[Signature]
[Executive Name]

[Title]
[Company Name]



