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This is a sample form.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.


Sample Remote Work Checklist

Employee has been approved to remote work according to the following schedule:
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

· Employee has been provided a copy of the Company’s remote work policy. 
· Employee has signed a copy of the Company’s remote work agreement.
· Employee’s job performance expectations while remote work have been explained and are understood by the employee.
· Employee understands the requirements for maintaining appropriate and professional working space while remote work.
· Employee understands expectations for workplace communications (internal and external) while working remotely, including use of video conferencing and other virtual technology.
· Employee has been provided the following equipment:
	Laptop/Desktop Computer
	Monitor
	Keyboard
	Mouse
	Headset
	Cell phone
	Desk phone
	Soft phone
	Office chair
	Printer
	Docking station
		Date provided: ___________________________


[bookmark: _Hlk32324799]
Employee signature: ________________________________________ 

Date:________________
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