
Work-from-Home Procedures 

Date: [Insert Date] 

To: [Employee's Name] 

Subject: Work-From-Home Procedures 

Dear [Employee's Name], 

As part of our ongoing efforts to support our team during these times, we are pleased to outline 

the procedures for working from home. 

1. Communication 

Please ensure that you are available via email and phone during your scheduled hours. Weekly 

check-ins will be set up to discuss progress and any challenges you may face. 

2. Equipment and Software 

You are required to have a reliable internet connection and access to the necessary software ([list 

specific software]). If you need additional equipment, please reach out to your supervisor. 

3. Work Hours 

Your regular shifts will remain the same. Please adhere to the schedule to ensure continuity in 

our operations. 

4. Reporting and Accountability 

Daily and weekly reports must be submitted to [Supervisor's Name] summarizing your tasks and 

any issues encountered. 

5. Security and Confidentiality 

Maintain confidentiality regarding company information while working from home. Please 

follow all security protocols as discussed during training. 

If you have any questions or require further clarification, do not hesitate to contact me directly. 

Thank you for your cooperation. 

Sincerely, 



[Your Name] 

[Your Job Title] 

[Company Name] 


