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Requested Schedule: 

CURRENT WORK HOURS PROPOSED WORK HOURS PROPOSED WORK LOCATION 

Monday 

Tuesday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 

If working reduced hours. describe how the business needs will continue to be met. 

Describe how communication (i.e .. meetings, email, answering phone calls. voicemail, long distance 

business telephone calls, etc.) will be coordinated with coworkers. supervisor, colleagues. customers. etc. 

See Creating an FWA Communication Plan and Remote Working Resources for guidance. 
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https://hr.utexas.edu/sites/hr.utexas.edu/files/Optional%20Flexible%20Work%20Arrangement%20Communication%20Plan%20Between%20Manager%20and%20Employee.pdf
https://hr.utexas.edu/sites/default/files/remote-working-resources.pdf
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https://security.utexas.edu/policies/data_classification
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