
Guidance for Being Equipped for Remote Work 
 

 

Do I need IT equipment, 
small ergonomic or 

support equipment or 

office supplies? 

Is it at the office and can 

I pick it up? 

Make arrangements with your manager 
to access the workplace to pick up the 

equipment/supplies you need.  
 

Ensure you complete the appropriate 
Equipment Removal Form for your 

unit.  In the NCR you must complete 

form #638. 

You are already equipped 
and do not need any 
equipment from the 

workplace that will help 
with your productivity 

and set up at your remote 

work location 

You are all set! 

Option A: It is at 
the office but it 
is too big for 

me to pick it up  

Option B: I do 
not have the 
equipment I 

require at the 
office.  

 

If you are unable to pick up 
your equipment from the 
office, discuss with your 
manager for guidance on 

if/how to get it to your 
remote workplace.  If there 

is no solution you may need 
to work at the DND 

Workplace.  
 

Technical Equipment:  
 

Outside NCR: Discuss with 
your unit for financial 

authority.   
 

Within NCR: Create an Assyst 
ticket to request items such as 

monitors, keyboard, mouse, 
laptop, etc.  

 
Ergo/Support Equipment: 

Discuss your needs with your 
manager and the potential of a 
virtual ergonomic assessment.   
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