¢

Going Remote First

Company Needs & Alternative Solutions Checklist

This checklist outlines business needs typically provided by a physical office and possible alternatives.

1. Collaboration & Teamwork

Need: Face-to-face meetings, brainstorming sessions, and group work.

) Alternatives:

e Use Zoom, Microsoft Teams, Google Meet for virtual meetings.

o Utilize Slack, Trello, Asana, Notion for project collaboration.

e Implement Miro, MURAL for digital whiteboarding and brainstorming.

e Schedule monthly in-person meetups if possible.

2. Structured Work Environment

Need: A professional and distraction-free workspace.

E) Alternatives:

e Set up a dedicated home office with ergonomic furniture.

e Use coworking spaces like WeWork or Regus for structure.

e Implement time management tools (Pomodoro, Google Calendar).

e Encourage daily routines and work schedules for remote workers.

3. Access to Resources (Equipment & Facilities)

Need: Office supplies, high-speed internet, printers, and meeting rooms.

) Alternatives:

e Use cloud storage (Google Drive, Dropbox, OneDrive) instead of physical.

e Provide remote IT support and equipment reimbursement.

e Employees can rent office equipment from coworking spaces.

e Set up virtual meeting rooms with apps like Zoom or Gather.

4. Professional Image & Business Address

Need: A business location for credibility and client interactions.

E) Alternatives

e Use virtual offices that provide a professional address and mail handling.

e Set up a branded home office space with professional backdrops for video calls.

e Rent meeting rooms in coworking spaces for client interactions.

5. Company Culture & Team Bonding

Need: A strong work culture, employee engagement, and team bonding.

E) Alternatives

e Organize virtual team-building activities (online games, coffee chats).

e Use Slack channels for casual conversations and social engagement.

e Plan quarterly or annual in-person retreats to build company culture.

e Recognize employees with digital awards, shoutouts, and incentives.
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6. Networking & Social Interaction

Need: Opportunities to build professional relationships.

E) Alternatives

e Attend virtual networking events, webinars, and industry forums.

e Join coworking space communities that offer networking events.

e Schedule regular in-person meetups for local employees.

e Participate in online professional groups (LinkedIn, Meetup, Reddit).

7. Security & Confidentiality

Need: Protection of sensitive company data and documents.

E) Alternatives

e Use VPNs, multi-factor authentication, and encrypted communication tools.

e Implement remote security policies for handling confidential data.

e Rent private office spaces in coworking locations for sensitive work.

e Restrict access with cloud-based document permission controls.

8. Work-Life Balance & Separation

Need: Clear distinction between work and personal life.

E) Alternatives

e Set up a dedicated workspace at home separate from living areas.

e Use coworking spaces to create a physical separation from home.

¢ Implement "no emails after hours" policies to avoid burnout.

e Encourage flexible work hours to help employees manage their time.

9. Supervision & Management

Need: Oversight, accountability, and performance tracking.

E) Alternatives

e Conduct regular virtual check-ins with employees.

Use performance tracking software (Hubstaff, Time Doctor, Toggl).

¢ Implement OKRs (Objectives and Key Results) or KPI tracking.

e Utilize project management tools (Asana, ClickUp, Monday.com).

10. Employee Well-Being & Comfort

Need: Ergonomic workspaces, wellness programs, and mental health support.

E) Alternatives

Provide stipends for ergonomic chairs, standing desks, and monitors.

Offer mental health resources like virtual counseling or wellness apps.

Encourage flexible work schedules to reduce stress.

e Use coworking spaces with wellness facilities (gyms, quiet zones).

@ situations where alternatives may not be enough:

Manufacturing, Healthcare, and R&D — Requires physical infrastructure.

High-Security Jobs (Finance, Government, Legal) — Needs on-site data protection.

Creative Industries (Film, Architecture, Engineering) — Needs specialized equipment.

Retail & Hospitality — Customer-facing roles require a physical presence.

Mission-Critical Operations (Emergency Services, Broadcasting) — Requires real-time coordination.
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