
Telecommunications Benefits Details 

Date: [Insert Date] 

Dear [Employee's Name], 

We are pleased to inform you about the telecommunications benefits available to you as part of 

our employee benefits package. Below are the details: 

1. Monthly Allowance 

You will receive a monthly allowance of [insert amount] to cover your telecommunications 

expenses. 

2. Reimbursement for Work-Related Calls 

Any work-related calls made during business hours will be reimbursed up to [insert limit] each 

month. 

3. Discounted Mobile Plans 

We have partnered with [insert service provider] to offer you discounted mobile plans. You can 

sign up through [insert process]. 

4. Equipment Purchase Assistance 

Employees are eligible for a reimbursement of up to [insert amount] for any telecommunications 

equipment purchased. Please retain your receipt for reimbursement. 

For further details or to address any questions, please feel free to reach out to our HR department 

at [insert contact information]. 

Thank you for your continued hard work and dedication! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


