[Company Logo]   [Company Name]
WORK-FROM-HOME REQUEST FORM
	Company:
	[Company Name]

	Request Date:
	[Date]



1. Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation / Team
	[Designation] / [Department]

	Reporting Manager
	[Reporting Manager]



2. WFH Details
	Date(s): From [DD/MM/YYYY] To [DD/MM/YYYY]
	 

	[ ] Full day  [ ] Part day
	[Time] to [Time]

	Reason (brief)
	 

	Location of work (city)
	[City]

	Availability / core hours
	[Time] to [Time]

	Phone during WFH
	[Mobile Number]



3. Planned Deliverables
	Task / Deliverable
	Expected Output
	Due

	[Task]
	[Output]
	[DD/MM/YYYY]

	[Task]
	[Output]
	[DD/MM/YYYY]

	[Task]
	[Output]
	[DD/MM/YYYY]



4. Readiness and Security
  Company laptop / approved device available
  Stable internet connection with backup (mobile hotspot)
  VPN and multi-factor authentication working
  Will not use public or shared computers for company data
  Confidential calls and documents will not be accessible to others at home
  Will log in to collaboration tools and respond within agreed time
Declaration: I will follow the company's work-from-home, IT acceptable-use and confidentiality policies during this period and will return to office on [DD/MM/YYYY] or as instructed.

	______________________________
Employee
[Employee Name]
Date: [Date]


5. Approval
	[ ] Approved  [ ] Approved for fewer days
	[Dates]  [ ] Not approved – reason

	Attendance to be marked as: WFH
	 




	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
HR (information)
[HR Name]
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