New Remote Work Guidelines

Dear Team,

We are pleased to announce the implementation of new remote work guidelines effective
immediately. These guidelines aim to enhance productivity and ensure a harmonious work-life
balance for all employees.

Key Guidelines

o Work Hours: Employees should maintain a standard work schedule from 9 AM to 5
PM.

« Availability: Be reachable via email and messaging apps during work hours.

o Meetings: Attend all scheduled virtual meetings, and notify your team in advance if
unable to do so.

o Remote Work Environment: Ensure your workspace is professional and free from
distractions.

e Communication: Regularly communicate with your team leads and colleagues for
updates and support.

Resources

For additional information or assistance, please refer to the remote work resources available on
the company intranet.

Thank you for your continued commitment and adaptability during this transition.
Sincerely,

The Management Team



