
Telecommuting Policy Guidelines 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Telecommuting Policy Guidelines 

Dear [Employee's Name], 

As part of our ongoing commitment to provide flexibility and support to our workforce, we have 

established a telecommuting policy. Please find below the guidelines that govern telecommuting 

arrangements: 

Eligibility 

• Employees must have completed a minimum of [X] months with the organization. 

• Job responsibilities must be suitable for remote work. 

Work Hours 

• Employees are expected to maintain their regular work hours while telecommuting. 

• Any changes to the schedule must be communicated to your manager in advance. 

Communication 

• Employees must be accessible via [preferred communication tools] during work hours. 

• Regular check-ins with managers are encouraged for updates and support. 

Productivity 

• Employees are expected to meet performance metrics as outlined in their job 

descriptions. 

• Project deadlines and deliverables must be adhered to without compromise. 

Equipment and Security 

• IT will provide necessary equipment, and employees must ensure it is used for work 

purposes only. 

• Employees must adhere to all security protocols to protect company data. 



If you have any questions regarding these guidelines, please do not hesitate to reach out. We 

appreciate your efforts in adapting to this telecommuting arrangement and look forward to your 

continued success. 

Best regards, 

[Manager's Name] 

[Job Title] 

[Company Name] 

[Contact Information] 


