
Telework Strategy Adaptation 

Date: [Insert Date] 

Dear [Employee's Name], 

As part of our ongoing commitment to enhance work-life balance and productivity, we are 

adapting our telework strategy. After careful consideration and feedback from our team, we are 

pleased to announce the following updates: 

• Flexible Work Hours: Employees may choose to start and end their workdays at times 

that work best for them, ensuring availability for team meetings. 

• Regular Check-ins: Managers will schedule regular one-on-one meetings to ensure open 

lines of communication and support. 

• Home Office Stipend: A stipend will be provided to assist with any home office setup 

costs. 

• Training and Resources: We will provide training sessions on remote work tools and 

best practices to ensure everyone is equipped for success. 

We believe that these adaptations will not only support individual needs but also improve overall 

team dynamics and productivity. Please feel free to reach out with any questions or feedback. 

Thank you for your continued hard work and dedication. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


