University Payroll Office
New York State
Remote Worker Checklist
This form helps departments determine whether a remote worker's home office constitutes a bona fide employer office. For more information,
see the Remote Worker Checklist page on the Payroll website.

Part I: Position Information
Salary Rate

Annual

Hourly

Duration of Employment

Work Location Physical Address
State Where Work Is Performed
Describe Duties Performed

To be considered a bona fide employer office, the office must meet either (1) the primary factor OR (2) at least four of the
secondary factors AND three of the other factors. Answer Yes or No to the questions in the following three sections.

Part II: Primary Factor
The home office contains or is near specialized facilities.
If the employee's duties require the use of special facilities that cannot be made available at the employer's place of
business, but those facilities are available at or near the employee's home, then the home office will meet this factor. For
example, if the employee's duties require the use of a test track to test new cars, and a test track is not available at the
employer's offices in New York City, but is available near the employee's home, then the home office will meet this factor.
In the alternative, if the employee's duties require the use of specialized scientific equipment that is set up at the
employee's home (or at a facility near the employee's home) but could physically be set up at the employer's place of
business located in New York, then the home office would not meet this factor.

Yes

No

1. The home office is a requirement or condition of employment.
If the employer requires the employee to work from his or her home office as a condition of employment, the home office
will meet this factor. For example, if a written employment contract states the employee must work from home to perform
specific duties for the employer, then the home office will meet this factor.

Yes

No

2. The employer has a bona fide business purpose for the employee's home office location.
If the employer has a bona fide business purpose for establishing an office in the locale where the employee’s home is
located, the home office will meet this factor. For example, if the employee is an engineer working on several projects in
his or her home state and it is necessary that the employee have an office near these projects in order to meet project
deadlines, then the home office will meet this factor.

Yes

No

3. The employee performs some of the core duties of his or her employment at the home office.
If some of the core duties of employment are performed at the home office, it will meet this factor. For example, the core
duties of a stock broker include the purchase and sale of stock. Accordingly, if the stock broker executes stock purchases
and sales from the home office, this would constitute performing some of the core duties at the home office. However, if
the stock broker merely reads business publications on the weekend, this would not constitute performing any core duties
at the home office.

Yes

No

4. The employee meets or deals with clients, patients, or customers on a regular and continuous basis at the
home office.
If an important part of the employee’s duties include physically meeting with clients, patients, or customers in the normal
course of the employer’s trade or business, and those meetings are performed on a regular and continuous basis at the
home office, then the home office will meet this factor. For example, the employer has clients located near the employee’s
home office and the employee must meet with the clients once a week to perform the duties of his or her job. If the
meetings with clients are on a regular and continuous basis at the employee’s home office, then the home office will meet
this factor.

Yes

No

Part III: Secondary Factors

1 of 2

Division of Financial Affairs
Last updated: May 28, 2020

New York State Remote Worker Checklist, continued
Part III: Secondary Factors, continued
5. The employer does not provide the employee with designated office space or other work accommodations at
one of its regular places of business.
If the employer does not provide the employee with designated office space or other regular work accommodations at one
of its regular places of business, the home office will meet this factor. For example, an employer wishes to reduce the size
of the office space maintained in New York to decrease rental expenses and, therefore, no longer provides designated
office space or other regular work accommodations for one of its employees. Instead, the employer allows the employee
to work from the employee’s home. If the employee must come to the office, the employee must use a visitor's cubicle,
conference room, or other available space that is also used by the other employees of the company. In this instance, the
home office will meet this factor.

Yes

No

6. The employer reimburses expenses for the home office.
If the employer reimburses the employee for substantially all of the expenses (e.g., utility expenses, insurance) related to
the home office, or the employer pays the employee a fair rental value for the home office space used and the employer
furnishes or reimburses the employee for substantially all of the supplies and equipment used by the employee, then the
home office will meet this factor. For purposes of this factor, substantially all of the expenses means 80% or more of the
expenses.

Yes

No

1. The employer maintains a separate telephone line and listing for the home office.

Yes

No

2. The employee’s home office address and phone number is listed on the business letterhead and/or business cards of
the employer.

Yes

No

3. The employee uses a specific area of the home exclusively to conduct the business of the employer that is separate
from the living area. The home office will not meet this factor if the area is used for both business and personal purposes.

Yes

No

4. The employer’s business is selling products at wholesale or retail and the employee keeps an inventory of the products
or product samples in the home office for use in the employer’s business.

Yes

No

5. Business records of the employer are stored at the employee’s home office.

Yes

No

6. The home office location has a sign indicating a place of business of the employer.

Yes

No

7. Advertising for the employer shows the employee’s home office as one of the employer’s places of business.

Yes

No

8. The home office is covered by a business insurance policy or by a business rider to the employee’s homeowner
insurance policy.

Yes

No

9. The employee is entitled to and actually claims a deduction for home office expenses for federal income tax purposes.

Yes

No

10. The employee is not an officer of the company.

Yes

No

Part IV: Other Factors

The hiring unit must forward a completed copy of this checklist to both of the following individuals so that their respective departments can
determine the next steps in the process.
John Harabedian, Executive Director of Payroll and Tax Services: tax@cornell.edu
Nakeschi Watkins, Interim Director of Risk Management and Insurance: risk_mgmt@cornell.edu
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