	YOUR COMPANY NAME  •  HUMAN RESOURCES
Policy Update Memo



	TO:
	All Employees

	FROM:
	Human Resources Department

	DATE:
	November 2, 2026

	POLICY:
	Remote Work Policy (HR-104), Revision 3

	EFFECTIVE:
	December 1, 2026



We have updated the Remote Work Policy to reflect feedback from our employee survey and the needs of each team. This memo summarizes what is changing and what you need to do.
What is changing
	Previous policy
	Updated policy

	Up to 2 remote days per week
	Up to 3 remote days per week with manager approval

	Core hours 9:00 AM – 5:00 PM
	Core hours 10:00 AM – 3:00 PM

	Home office stipend not offered
	$300 one-time home office stipend


What you need to do
•  Read the full policy on the HR portal by November 20
•  Agree your remote schedule with your manager by November 25
•  Submit stipend requests using form HR-22 by December 31
Questions can be sent to the HR team at hr@yourcompany.com or extension 2040.
	EMPLOYEE ACKNOWLEDGEMENT
I have read and understand the updated Remote Work Policy.
Name: ______________________________   Signature: ______________________   Date: ____________







