
Letter of Revision for Remote Employment 

Practices 

Date: [Insert Date] 

[Recipient Name] 

[Title] 

[Company/Organization Name] 

[Address] 

[City, State, ZIP] 

Dear [Recipient Name], 

We are writing to inform you regarding the upcoming revisions to our remote employment 

practices. As part of our commitment to fostering a flexible and productive work environment, 

we have evaluated our current policies and identified areas for enhancement. 

The key changes include: 

• Increased flexibility in work hours. 

• Updated guidelines for remote communication and collaboration. 

• Enhanced support for employee well-being and mental health. 

These revisions aim to better align our practices with the evolving needs of our workforce while 

ensuring that we continue to meet organizational goals. 

We will be holding a meeting on [Insert Date] to discuss these changes in detail and address any 

questions you may have. Your feedback is important to us, and we encourage you to share your 

thoughts. 

Thank you for your continued commitment to our organization. We look forward to your 

valuable input as we move forward with these changes. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company/Organization Name] 



[Contact Information] 


