Authorization Form for Remote Work Sample

1. Employee Information:

Name:                  ______________________________________________________________

Position:              ______________________________________________________________

Department:          ______________________________________________________________

Manager:          ______________________________________________________________

Office:          ______________________________________________________________

Country:          ______________________________________________________________


2. Employee Contact Data

Contact Address:              ______________________________________________________________

Phone Number:   ______________________________________________________________

Email:         ______________________________________________________________

3. Equipment inventory:

Employee’s request:             ______________________________________________________________

                           ______________________________________________________________

                           ______________________________________________________________

4. Authorization:

I have read, fully understand, and accept the terms and conditions described in the company’s remote work policy. I qualify for remote work and I understand and agree with all the regulations stipulated in the document. I request authorization for starting to work remotely from __________ to ___________, following my current work schedule: ___________________________


Employee: ___________________________                       Date:                       ____________________


Manager: ___________________________                         Date of approval:  ____________________
