
Important Notice: Changes to Home Office 

Policy 

Date: [Insert Date] 

Dear [Employee's Name], 

We hope this message finds you well. We are writing to inform you of important updates to our 

Home Office Policy that will take effect from [Insert Effective Date]. These changes are aimed at 

enhancing our remote work environment and ensuring continued productivity. 

Key Changes: 

• Updated equipment reimbursement guidelines 

• Clarifications on working hours and availability 

• Introduced requirements for regular check-ins with team leads 

• Enhanced communication protocols for remote teams 

We encourage you to review the revised Home Office Policy document attached to this email for 

detailed information. 

If you have any questions or concerns regarding these changes, please do not hesitate to reach 

out to your manager or the HR department. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Company Name]  

[Contact Information] 


