
Remote Work Policy Guidelines 

Date: [Insert Date] 

To: [Employee Name] 

From: [Manager/HR Name] 

Subject: Remote Work Policy Guidelines 

Dear [Employee Name], 

We are pleased to provide you with the guidelines for our remote work policy. As part of our 

commitment to flexible working arrangements, we expect all employees to adhere to the 

following guidelines: 

1. Work Hours 

Employees are expected to be available during standard business hours from [Start Time] to [End 

Time]. 

2. Communication 

Regular communication is essential. Please check in daily via [Tools/Platforms] and respond to 

emails within [X hours]. 

3. Productivity 

Employees must track their work activities and provide weekly updates to [Supervisor/Manager]. 

4. Availability 

Employees should maintain their availability through [Tools/Platforms] during work hours and 

inform the team of any interruptions. 

5. Equipment and Data Security 

All employees are responsible for ensuring the security of company data and equipment while 

working remotely. 

We appreciate your cooperation with these guidelines to ensure a productive and efficient remote 

work environment. Please reach out if you have any questions. 



Sincerely, 

[Manager/HR Name] 

[Company Name] 


