Remote Work Equipment Requirements

Date: [Insert Date]
Dear [Participant's Name],

As part of our transition to remote work, we need to ensure that all participants have the
necessary equipment to perform their duties effectively. Please review the following equipment
requirements:

Essential Equipment:

Computer/Laptop (Windows 10 or macOS latest version)
High-speed Internet connection

Webcam

Headset with microphone

Ergonomic chair and desk (if possible)

Recommended Software:

e Video conferencing tool (Zoom, Microsoft Teams, etc.)

o Project management software (Trello, Asana, etc.)

« VPN client for secure connections
Please ensure that you have the above equipment in place by [Insert Deadline]. Should you have
any questions or need assistance in acquiring the necessary equipment, do not hesitate to reach
out.
Thank you for your cooperation.
Sincerely,
[Your Name]

[Your Job Title]

[Your Contact Information]



