Announcing a shift to remote work in a small business 1is a
significant change that needs to be communicated effectively
to your team, customers, and stakeholders. A well-crafted
letter can help manage the transition smoothly, ensuring all
parties understand and are prepared for the new way of
working. Here are three templates for writing a letter
announcing a small business shift to remote work.

Small Business Shift to Remote Work
Announcement Template 1: To Employees

Subject: Transitioning to Remote Work
Dear Team,

I am writing to inform you that, effective [Date], [Company
Name] will be transitioning to a remote work model. This
decision has been made in the interest of [reason for
transition, e.g., enhancing flexibility, reducing costs,
health and safety].

Key Details:

Work Arrangements: ALl employees will be expected to work
remotely.

Support: We will provide the necessary tools and support for
effective remote work.

Communication: Regular virtual team meetings will be scheduled
for project updates and collaboration.

Please find attached a detailed remote work policy outlining
expectations and guidelines. Your cooperation and commitment
during this transition are crucial for our success.

Thank you for your continued dedication to [Company Name].
Best regards,

[Your Name]



[Your Position]

Example for Template 1

Subject: Transitioning to Remote Work
Dear Team,

I am writing to inform you that, effective April 1st, Bright
Solutions will be transitioning to a remote work model. This
decision has been made in the interest of enhancing our team’s
flexibility and work-1life balance.

Key Details:

Work Arrangements: ALl employees will be expected to work
remotely.

Support: We will provide laptops and online collaboration
tools for effective remote work.

Communication: Regular virtual team meetings will be scheduled
every Monday and Thursday.

Please find attached a detailed remote work policy outlining
expectations and guidelines. Your cooperation and commitment
during this transition are crucial for our success.

Thank you for your continued dedication to Bright Solutions.
Best regards,

Emily Johnson
CEO, Bright Solutions

Small Business Shift to Remote Work
Announcement Template 2: To Customers

Subject: Qur Business is Going Remote!



Dear Valued Customers,

We are excited to announce that [Company Name] is moving to a
remote work model starting [Date]. This transition will allow
us to be more flexible and responsive to your needs while
maintaining the high-quality service you expect from us.

What This Means for You:

Operations: Our business hours and services will remain
unchanged.

Communication: We remain fully reachable via email, phone, and
our website.

Appointments: All client meetings will be conducted virtually
unless otherwise specified.

We appreciate your support as we make this transition and are
committed to making this change seamless and positive for you.

Thank you for your continued business with [Company Name].
Warm regards,

[Your Name]
[Your Position]

Example for Template 2

Subject: Qur Business 1s Going Remote!
Dear Valued Customers,

We are excited to announce that GreenTech Landscaping 1is
moving to a remote work model starting May 15th. This
transition will allow us to be more flexible and responsive to
your landscaping needs while maintaining the high-quality
service you expect from us.

What This Means for You:

Operations: Our business hours and services will remain



unchanged.

Communication: We remain fully reachable via email, phone, and
our website.

Appointments: ALl client consultations will be conducted
virtually unless otherwise specified.

We appreciate your support as we make this transition and are
committed to making this change seamless and positive for you.

Thank you for your continued business with GreenTech
Landscaping.

Warm regards,

Laura Smith
Owner, GreenTech Landscaping

Small Business Shift to Remote Work
Announcement Template 3: To Suppliers and
Business Partners

Subject: [Company Name] Shifting to Remote Operations
Dear [Supplier/Business Partner’s Name],

I hope this letter finds you well. I am writing to inform you
that [Company Name] will be transitioning to a fully remote
work model effective [Date]. This strategic move is aimed at
enhancing our operational efficiency and flexibility.

Business Continuity:

Operations: Our business operations will continue as usual.
Communication: We will maintain regular communication channels
via email and phone.

Transactions: All transactions and business dealings will
proceed without interruption.

We value our partnership and look forward to your continued
support during this transition. Should you have any questions
or require further clarification, please do not hesitate to



contact us.
Sincerely,

[Your Name]
[Your Position]

Example for Template 3

Subject: TechAdvise Shifting to Remote Operations
Dear Innovate Supply Co.,

I hope this letter finds you well. I am writing to inform you
that TechAdvise will be transitioning to a fully remote work
model effective June 1lst. This strategic move is aimed at
enhancing our operational efficiency and adapting to the
changing business landscape.

Business Continuity:

Operations: Our business operations will continue as usual.
Communication: We will maintain regular communication channels
via email and phone.

Transactions: All transactions and business dealings will
proceed without interruption.

We value our partnership with Innovate Supply Co. and look
forward to your continued support during this transition.
Should you have any questions or require further
clarification, please do not hesitate to contact us.

Sincerely,

Robert Wilson
Director of Operations, TechAdvise



Purpose of a Letter Announcing a Small
Business Shift to Remote Work

The purpose of this letter is to communicate the decision to
shift to remote work effectively to different stakeholders of
a small business. It’'s designed to provide clear information
about the change, how it will affect operations, and to assure
stakeholders of continued commitment to quality service and
collaboration.

Key Elements of a Letter Announcing a
Small Business Shift to Remote Work

Announcement of the Shift: Clearly state the decision to
transition to remote work and the effective date.

Reason for the Change: Briefly explain why the business 1is
making this shift.

Impact on Operations: Outline how the shift will affect day-
to-day operations, communication, and service delivery.
Assurance of Continuity: Reassure stakeholders that the
quality of service and business commitments will continue
uninterrupted.

Tips for Writing a Letter Announcing a
Small Business Shift to Remote Work

Be Clear and Direct: Clearly articulate the change and its
implications.

Maintain a Positive Tone: Frame the transition as a positive
development for the business.

Address Stakeholder Concerns: Anticipate and address any
questions or concerns your employees, customers, or partners
may have.



Highlight Benefits: Emphasize the advantages of remote work
for the team, customers, and business operations.

Invite Feedback: Encourage stakeholders to share their
thoughts or questions about the transition.



