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There are numerous ways to manage workload in a remote environment. This document outlines several options for managing workload and helping your team members remain motivated, engaged, and productive while working remotely. 
Staff are encouraged to record time as they normally would, but increased communication is necessary for an effective remote working relationship.
Tips and Tricks

Workload Management Tools
Microsoft Teams
· Help your team stay on track by using the Microsoft Planner app in Microsoft Teams. 
· VIDEO:  Team management made simple with Microsoft Planner
Trello
· For agencies that do not have access to Microsoft Teams, Trello is a great, FREE alternate platform to efficiently manage workload in a remote environment.
· VIDEO:  Brief tutorial for Trello (5 minutes)
· VIDEO:  Full webinar for getting started with Trello (1 hour)


Daily Action Plan
A daily action plan is designed to be a communication framework for supervisors and staff to use to maintain clear, open communication while teleworking. This daily connection also allows managers to provide guidance to employees new to the remote working environment.
This plan is simple and can be done through email, teams, or over the phone – use the method that works best for your team.
Daily Action Plan
Date:  _________	Employee:  ________________	Supervisor:  ________________

Today I will focus on:
1.  ___________________________________________________________________

2. ___________________________________________________________________
 
3. ___________________________________________________________________ 

Today I accomplished:
1.  ___________________________________________________________________

2. ___________________________________________________________________
 
3. ___________________________________________________________________ 

Tomorrow I will focus on:
1.  ___________________________________________________________________

2. ___________________________________________________________________
 
3. ___________________________________________________________________ 

I need the following resources to help me accomplish my tasks:
1.  ___________________________________________________________________

2. ___________________________________________________________________
 
3. ___________________________________________________________________ 




Weekly Action Plan
For teams that are comfortable working independently or remotely, a weekly action plan may be more appropriate than a daily. The intent of the Weekly Action Plan
Week:  _________	Employee:  ________________	Supervisor:  ________________

This week my deliverables are:
1.  ___________________________________________________________________

2. ___________________________________________________________________
 
3. ___________________________________________________________________ 

4. ___________________________________________________________________

5. ___________________________________________________________________

This week I accomplished:
1.  ___________________________________________________________________

2. ___________________________________________________________________
 
3. ___________________________________________________________________ 

Next week I will focus on:
1.  ___________________________________________________________________

2. ___________________________________________________________________
 
3. ___________________________________________________________________

4. ___________________________________________________________________

5. ___________________________________________________________________

I need the following resources to help me accomplish my tasks:
1.  ___________________________________________________________________

2. ___________________________________________________________________
 
3. ___________________________________________________________________ 




Establish a structure and ground rules.


Commit to using the proper technology (see tools below).


Use webcams (communication through body language).


Set aside time for project feedback to ensure deliverables are satisfactorily met.


Communicate frequently and in a variety of methods.


Be gracious: 
working remotely can be stressful, so an extra dose of patience is necessary.


