Home Office Policy Rollout

Dear Employees,

We are pleased to announce the rollout of our new Home Office Policy, effective [start date].
This policy aims to provide you with the flexibility to work from home while maintaining a
productive and collaborative work environment.

Key Highlights of the Policy:

Eligibility criteria for remote work

Guidelines for communication and collaboration
Specifications on work hours and availability
Expectations for performance and productivity
Resources and support available for remote work

An official policy document detailing all aspects of the Home Office Policy will be shared with
you by [date]. We encourage everyone to review the document and reach out with any questions
or feedback.

Thank you for your continued dedication and hard work. We look forward to supporting you in
this new way of working.

Best regards,
[Your Name]
[Your Position]
[Company Name]



