
Remote Work Guidelines 

Date: [Insert Date] 

To: [Employee Name] 

From: [Your Name] 

Subject: Remote Work Guidelines 

Dear [Employee Name], 

As we transition to a remote work environment, we want to ensure that you have clear guidelines 

to follow. Please review the following points: 

1. Work Hours 

You are expected to maintain your regular work hours of [Insert Work Hours]. 

2. Communication 

Stay connected with your team via [Insert Communication Tools]. Regular check-ins are 

mandatory. 

3. Performance Expectations 

Adhere to your performance metrics as previously discussed. Weekly progress reports are 

required. 

4. Equipment and Resources 

Ensure you have the necessary tools and resources to perform your job effectively. Contact [IT 

Support] for any assistance. 

5. Availability 

Please ensure you are reachable during work hours via [Insert Contact Methods]. 

6. Data Security 

Follow company protocols for data security, including the use of VPN and secure passwords. 

Thank you for your cooperation and commitment to maintaining productivity during this period. 

If you have any questions or concerns, please don't hesitate to reach out. 



Sincerely, 

[Your Name] 

[Your Position] 


