
Work-from-Home Framework 

Dear [Department Name] Team, 

As we continue to adapt to changing work environments, we are excited to introduce our work-

from-home framework designed to support our employees while maintaining productivity and 

collaboration. Below are the key elements of this framework: 

1. Eligibility 

Employees are eligible to work from home based on the nature of their role, performance, and 

project requirements. 

2. Schedule 

Employees should adhere to their normal working hours and maintain regular communication 

with their supervisors. 

3. Communication Tools 

We encourage the use of tools such as [insert tools, e.g., Slack, Zoom] to facilitate effective 

communication. 

4. Performance Tracking 

Employees are expected to submit weekly updates and participate in regular check-ins with their 

managers. 

5. Equipment and Support 

The company will provide necessary equipment and technical support to ensure a productive 

work environment. 

Thank you for your cooperation and commitment to maintaining our workplace standards. If you 

have any questions or concerns, please feel free to reach out to [HR contact/manager name]. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


