
Letter Template for Association Home Office 

Policy Enhancement 

[[Date]] 

[[Recipient Name]] 

[[Recipient Title]] 

[[Association Name]] 

[[Recipient Address]] 

Dear [[Recipient Name]], 

Subject: Enhancement of Home Office Policy 

We hope this message finds you well. As part of our commitment to nurturing a productive and 

supportive work environment, we are pleased to announce an enhancement to our Home Office 

Policy. The changes have been designed to better support our team members who work remotely 

while ensuring alignment with our organizational goals. 

The key enhancements include: 

• Increased stipends for home office equipment. 

• Expanded guidelines on flexible working hours. 

• Regular check-ins to promote team connectivity. 

We believe these improvements will not only enhance productivity but also foster a healthier 

work-life balance. Attached, you will find a detailed overview of the updated policy and its 

implications. 

Your feedback is invaluable to us as we implement these changes. Please feel free to reach out 

with any questions or suggestions. 

Thank you for your continued dedication. 

Sincerely, 

[[Your Name]] 

[[Your Title]] 

[[Association Name]] 



[[Your Contact Information]] 


