Home Office Policy Announcement

Date: [Insert Date]
To: All Employees
Dear Team,

We are pleased to announce our new Home Office Policy aimed at enhancing work-life balance
while maintaining productivity. This policy will take effect from [Insert Effective Date].

Key Highlights of the Policy:

« Eligibility Criteria: [Insert criteria details]

e Work Schedule: [Insert schedule details]

« Communication Protocol: [Insert communication details]

e Resources and Support: [Insert support details]

We believe that this policy will create a more flexible and efficient working environment. Please
feel free to reach out to your manager or HR for any questions.

Thank you for your continued dedication and hard work.
Sincerely,

[Your Name]
[Your Position]



