
Franchise Remote Work Guidelines 

Dear [Franchise Owner/Employee Name], 

We are pleased to provide you with the Remote Work Guidelines to help facilitate an effective 

working environment while maintaining our franchise standards. 

1. Work Hours 

All remote work employees are expected to maintain regular work hours from [start time] to [end 

time], [days of the week]. 

2. Communication 

Employees should be available via [preferred communication tools] during work hours and must 

attend scheduled meetings. 

3. Productivity Tracking 

Employees are required to submit weekly reports detailing progress on assigned tasks and 

projects. 

4. Technology and Tools 

All remote employees are encouraged to use [specific software/tools] for enhanced collaboration 

and productivity. 

5. Confidentiality 

It is crucial to ensure the confidentiality of all sensitive information by using secure networks 

and adhering to company policies. 

6. Support 

If you encounter any challenges while working remotely, please reach out to [support contact 

information] for assistance. 

Thank you for your dedication and commitment to maintaining our franchise standards. We look 

forward to your cooperation in adhering to these guidelines. 

Sincerely, 

[Your Name] 



[Your Position] 

[Franchise Name] 


