
Remote Employment Terms 

Date: [Insert Date] 

[Employee's Name] 

[Employee's Address] 

[City, State, Zip Code] 

Subject: Remote Employment Terms 

Dear [Employee's Name], 

We are pleased to confirm your remote employment with [Company Name]. Below are the terms 

of your remote employment: 

Position 

Your position will be [Job Title]. You will report to [Supervisor's Name] and will be responsible 

for [briefly outline responsibilities]. 

Start Date 

Your start date will be [Insert Start Date]. 

Work Hours 

Your regular work hours will be [Insert Work Hours, including time zone]. 

Compensation 

Your annual salary will be [insert salary], payable in bi-weekly installments. 

Remote Work Policy 

You agree to maintain a suitable work environment and adhere to our remote work policies, 

including availability during work hours and regular communication with your team. 

Equipment and Expenses 

[Company Name] will provide [list equipment, if any, and expense reimbursement policy]. 

Confidentiality 



You are required to uphold the confidentiality of all company information at all times. 

Signature 

Please sign below to acknowledge your acceptance of the terms outlined above: 

_______________________ 

[Employee's Name] 

Date: ________________ 

We look forward to having you as part of our team! 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Company Name] 


