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Name of Employee: ________________________
Department: ________________________
Name of Supervisor: ________________________

Description of flexible work arrangement:
	Arrangement
	Day/Week
	Location

	
Example:
Telecommuting

	
Every Monday and Thursday

	
Any location outside of office, in Singapore




Reason(s) for request:
______________________________________________________________________________________________________________________________________

Impact on work, team, and clients, where relevant:
______________________________________________________________________________________________________________________________________

Outcome of request (select one): Approved / Rejected

Supervisor’s justifications for outcome:
______________________________________________________________________________________________________________________________________

For Approved Request
Agreement on specific work expectations i.e. outcomes & standards for accountability, work quality and timeliness:
______________________________________________________________________________________________________________________________________


Proposed commencement date for flexible work arrangement: _______________
Duration of flexible work arrangement (e.g. xx months): ____________________
Date for next review of flexible work arrangement: _________________________


	____________________________________
Name & signature of Employee	

	___________________
                   Date

	____________________________________                          
Name & signature of Supervisor
	___________________
                   Date






