Sample Request for Summer Telework Agreement

Dear Supervisor/Department Head:

I am requesting permission to telework one day a week during Summer 2011 as a respite from increased cost and time in commuting to the Fairfax campus from my home in Prince William County.

The best day for me to telework is Friday since this is the least likely day I am needed on-site to interact with graduate students, prospective applicants, or other university offices.

A proposed work plan for my telework day would involve:

- manage and respond to email and phone messages

- review and audit graduate student funding records


- update the department website

- compile reporting data for the department

- audit student records

I appreciate the opportunity to telework and hope this can be arranged conveniently for the department.

Sincerely,

“Georgina Mason”
