
Remote Work Record Form Sample PDF
The remote work record form sample PDF is an essential document designed to track and manage employee remote working hours efficiently.
This template ensures accurate logging of work activities, helping both employers and employees maintain clear records. It simplifies remote work
administration by providing a standardized format for daily or weekly reporting.

Sample Remote Work Record Form

Date Employee
Name Department

Work
Start
Time

Work
End
Time

Total
Hours

Worked

Tasks/Activities
Performed Comments Supervisor

Approval

2024-
06-10 Jane Smith Marketing 09:00

AM
05:00
PM 8 Content writing,

team meeting None _________________

2024-
06-10 John Doe IT 08:30

AM
04:30
PM 8 Software updates,

client support N/A _________________
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