[image: ]NDE TELECOMMUTING REQUEST FORM

Telecommuting is a voluntary work alternative that allows an employee to work at home or in a satellite location for all, or part, of their regular work week on a project basis for a maximum of one year.  I wish to apply for a telecommuting work arrangement of more than ten work days, whether consecutive or intermittent.  I understand approval or denial of my request is at my Employer’s discretion and is not a grievable issue. 
Alternate Work Location/Address: 									
													

I will be available to my Employer and customers (via phone/email) during the following hours at this alternate location:
______ to ______ on Mondays 			______ to ______ on Saturdays 
______ to ______ on Tuesdays 			______ to ______ on Sundays
______ to ______ on Wednesdays 
______ to ______ on Thursdays 
______ to ______ on Fridays 

During those core work hours I can be reached at this phone number:  					

A back-up phone number is:  						

I can access the State’s e-mail system through the Internet   Yes     No

The advantages of this telecommuting arrangement, for me and my employer, are:

													

													

I understand I will be required to sign a written agreement which identifies the specific provisions of the telecommuting arrangement and that violation of any provision in the agreement may result in termination of the arrangement and/or disciplinary action. 

												
	                        Employee Signature					 Date

 (
Deny
) (
Approve
)



								
                   Supervisor Signature				  				Date

											           
     Leadership Council Member Signature				   					Date

										
        Commissioner/Deputy Commissioner Signature			  				Date


NOTE:  	The original copy of the request form is to be retained by the immediate supervisor and a copy provided to the employee, Leadership Council Member (or Commissioner’s designee), and NDE Human Resources. 
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