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Team Member Work Plan
If you would like to request an accessible version of these materials, please contact worksucceeding@mit.edu.
After or during your conversation with your manager, it is recommended that you work together to complete this form (or another form of documentation). Both the team member and manager may find this documentation helpful for later discussion/review. All team members should review MIT’s Flexible Work Arrangements policy (EPM 3.1).

Manager/Supervisor Name:									
Team Member Name: 										

Team Member Work Model Details: Indicate the days the team member will work on-site and/or remotely. Document the work model that aligns.
	On-Site Days
	Remote Days
	Work Model (on-site, hybrid-formal, hybrid-flex, remote)

	EXAMPLE
Monday, Wednesday
	
Tuesday, Thursday, Friday
	
Hybrid-formal (same schedule every week)

	
	
	



Mandatory On-Site Meetings: Use the table below to list any meetings for which the team member will need to be on-site, such as all-hands team meetings, retreats, or conferences. Add more rows as needed.
	Meeting
	Date
	Notes

	EXAMPLE
All-Hands Team Meeting
	Every Wednesday
	Team member is required to be on-site every Wednesday for this meeting

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Weekly Calendar View: Put an X in each column to indicate the work location for each day of the work week.
	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	On-Site
	
	
	
	
	

	Remote
	
	
	
	
	



[Optional] Are there any additional notes and/or decisions that either the manager or team member would like to capture? If so, describe below.
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