
Work-From-Home Policy Update 

Date: [Insert Date] 

Dear [Employee/Team Name], 

We hope this message finds you well. We would like to inform you of some important changes 

to our work-from-home policy, effective [Insert Effective Date]. 

Policy Changes 

• New Hours of Availability: Employees are expected to be online from [Insert Start Time] 

to [Insert End Time]. 

• Reporting: Daily check-ins will be conducted via [Insert Platform/Method] at [Insert 

Time]. 

• Equipment: Requests for ergonomic equipment must be submitted by [Insert Date] to 

ensure proper setup. 

• Meetings: Virtual team meetings will now be scheduled bi-weekly on [Insert Day/Time]. 

We appreciate your continued dedication and adaptability as we navigate these changes. Should 

you have any questions or need clarification, please do not hesitate to reach out to [Insert Contact 

Person/Department]. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Association Name] 


