Official Work-from-Home Procedures

Date: [Insert Date]
To: All Associates
From: [Your Name]

Subject: Work-from-Home Procedures

Dear Associates,

In light of recent developments and to ensure the safety and well-being of all employees, we are
implementing the following work-from-home procedures effective [Insert Start Date]:

1. Eligibility

All associates are eligible for the work-from-home program provided their roles allow for remote
work.

2. Communication

Associates are expected to maintain regular communication with their teams via email, chat, and
video calls throughout the workday.

3. Work Hours

Standard work hours remain the same from [Start Time] to [End Time]. Please ensure you are
available during these hours.

4. Equipment and Resources

Associates must ensure they have the necessary equipment and internet access to perform their
duties effectively from home. Please reach out to IT for any needed support.

5. Reporting

All associates must submit their weekly reports to their managers to track progress and address
any challenges faced while working remotely.



Thank you for your cooperation and commitment during this transition. If you have any
questions or concerns, please do not hesitate to reach out.

Sincerely,
[Your Name]

[Your Job Title]



