Business Policy Update for Remote
Employees

Date: [Insert Date]
Dear Team,

We hope this message finds you well. We want to inform you about some important updates to
our business policies that will affect remote employees.

Key Updates:

o Flexible Working Hours: Employees will now have the option to adjust their working
hours to better fit personal commitments.

e Monthly Check-Ins: Scheduled one-on-one video calls with your manager will be held
monthly to discuss performance and well-being.

o Reimbursement Policy: We have updated our reimbursement policy to include costs
related to home office setups.

o Communication Guidelines: Clear expectations for communication responses and
availability have been established.

This update aims to enhance your work experience and ensure that we continue to thrive as a
remote team. For more detailed information, please refer to the attached document or visit the
company intranet.

If you have any questions or concerns, feel free to reach out to your manager or the HR
department.

Thank you for your continued hard work and commitment.

Sincerely,

[Your Name]
[Your Position]
[Company Name]



