Telecommuting Policy Overview

Date: [Insert Date]

To: [Employee's Name]

From: [Your Name/Your Position]

Subject: Overview of the Retail Telecommuting Policy

Dear [Employee's Name],

As part of our ongoing commitment to provide a flexible work environment, we have

implemented a telecommuting policy for retail staff. This policy is designed to outline the
expectations and guidelines for employees working remotely.

Policy Objectives
« Enhance work-life balance for employees.

e Maintain productivity and efficiency.
o Ensure effective communication and collaboration amongst team members.

Eligibility

All employees in retail positions may be eligible for telecommuting, subject to management
approval based on specific job roles and performance metrics.

Expectations
e Maintain regular work hours and availability.

o Participate in scheduled meetings via video conferencing.
o Adhere to all company policies while working remotely.

Equipment and Resources

Employees are responsible for ensuring they have the necessary equipment and reliable internet
access to perform their duties effectively.

If you have any questions regarding this policy or your eligibility, please feel free to reach out.
Thank you for your attention to this important aspect of our work culture.

Sincerely,



[Your Name]

[Your Position]



