January 02, 2007

Dear Employee:

Enclosed for your review is the Your Company, Inc. Employment Handbook.  This handbook is designed to acquaint you with Your Company, Inc., and provide you with information about working conditions, employee benefits, and some of the policies affecting your employment. You should read, understand, and comply with all provisions of the handbook. It describes many of your responsibilities as an employee and outlines the programs developed by Your Company to benefit employees. One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

Please review and familiarize yourself with the policies and procedures contained within this booklet.  Please sign the enclosed Employee Acknowledgement Form and return to Your Company in the enclosed envelope as soon as possible.

If you have any questions about these policies and procedures, please contact us at 123-456-7890.  

Sincerely,

Your Name 

Your Title

Enclosures

1. Employee Handbook

2. Employee Acknowledgement Form

3. Return Addressed Envelope

