Important Travel Updates for Remote
Workers

Dear Team,
We hope this message finds you well. As we continue to navigate the challenges and

opportunities of remote work, we would like to share some essential updates regarding travel
policies and recommendations.

Travel Policy Updates

o Travel for Work: All work-related travel must be pre-approved by your manager.

o Health and Safety: Follow local health guidelines while traveling.

o Expense Reimbursement: Please retain all receipts for any travel expenses incurred
during work trips.

Remote Work Locations

As a reminder, you are welcome to work from any location that provides a reliable internet
connection. However, please communicate your plans with your team in advance.

Important Contacts

If you have any questions or need assistance, please reach out to:

e HR: hr@example.com
« Travel Coordinator: travel@example.com

Thank you for your attention to these updates. Safe travels!

Best regards,
The Management Team



