Letter of New Remote Employment
Standards

Date: [Insert Date]

To: [Employee Name]

From: [Your Name or Company Name]

Subject: New Remote Employment Standards

Dear [Employee Name],

We hope this message finds you well. As our company continues to adapt to the evolving work

environment, we are implementing new remote employment standards to enhance productivity
and maintain a healthy work-life balance.

Remote Work Guidelines

e Working Hours: Employees are expected to maintain core working hours from [Insert
Time] to [Insert Time].

e Communication: Regular check-ins via [Insert Communication Tools] are required to
ensure team collaboration.

o Performance: Performance metrics will be established and reviewed quarterly to ensure
accountability.

e Technology: Employees are to use company-approved software and hardware to ensure
security and efficiency.

o Availability: Team members should be reachable during working hours and promptly
respond to communication.

We believe that these standards will support our goals for teamwork and productivity while
allowing for greater flexibility. Should you have any questions or need further clarification on
these new standards, please do not hesitate to reach out.

Thank you for your cooperation.

Sincerely,

[Your Name]

[Your Position]

[Company Name]



