
 

INSTRUCTIONS FOR COMPLETING THE TELECOMMUTING AGREEMENT  

EFFECTIVE SEPTEMBER 25, 2023 

 

STEPS FOR EMPLOYEE REQUESTING TO TELECOMMUTE – PART ONE: 

1. Download the AA Telecommute Template.  Application should indicate in the top right corner that it was revised August 

22, 2022, in the top right corner of the application. 

2. Complete the Telecommuter Information section (page 1) electronically.   

  

Do not complete the Telecommuter Work Schedule since your Dean/Designee is responsible for 

completing this after consulting with your supervisor. 

3. For Telecommuting Start date, please enter start date one full week from the time of submission.  For 

example, you submit on September 25, 2023, but your start date should be October 2, 2023.  For the 

End date, please indicate the last day of the Spring semester term (May 25, 2024). 

4. Review your telecommuting workspace for all items in the Telecommuter’s Home Safety Checklist  

section (page 2). Check off items on the checklist to indicate your agreement that your telecommuting 

workspace meets each expectation. 

 

  



 
5. Send the Telecommuting Agreement via email to the Dean/designee for review.  NOTE: If you are 

RENEWING YOUR TELECOMMUTING AGREEMENT, you will also need to send the previously approved 

position description. Please do not sign the telecommuting application; you be prompted to sign via 

Adobe Sign after it has gone through all levels of review.   

• To locate it, please follow the instructions on how to download this file using DocuSign 

Retrieve.  If your position description also contains an organization chart and the working 

conditions demand form, please also download those files as well.   

 

 


