
Telecommuting Work Plan 

Date: [Insert Date] 

To: [Manager's Name] 

From: [Your Name] 

Subject: Telecommuting Work Plan 

 

Introduction 

This telecommuting work plan outlines my schedule, objectives, and communication methods 

while working remotely. 

Work Schedule 

I plan to work from home on the following days: 

• Monday: [Start Time] to [End Time] 

• Tuesday: [Start Time] to [End Time] 

• Wednesday: [Start Time] to [End Time] 

• Thursday: [Start Time] to [End Time] 

• Friday: [Start Time] to [End Time] 

Objectives 

During this telecommuting period, I aim to achieve the following: 

1. [Objective 1] 

2. [Objective 2] 

3. [Objective 3] 

Communication Plan 

I will be available for communication through the following methods: 

• Email: [Your Email] 

• Instant Messaging: [Platform] 

• Video Calls: [Platform] - [Available Times] 



Conclusion 

I appreciate your support and look forward to contributing effectively while working remotely. 

Please let me know if you have any questions or need further details. 

Thank you! 

Best regards, 

[Your Name] 

[Your Job Title] 


