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Proposing a Flexible Work Arrangement Worksheet

This worksheet will help you think about your potential flexible work arrangement and develop your
proposal. Use this worksheet before speaking with your manager. You may want to consult with
co-workers if you believe that would be appropriate. Be as specific and thorough as possible — use
additional space for your answers as needed. For tips and guidance on completing this worksheet,
consult the “Tips for Proposing a Flexible Work Arrangement” section of the Guide for Implementing
Flexibility with an Hourly and Nonexempt Workforce: Tips and Tools for Employees.

Describe your proposed flexible work arrangement.

Consider your job performance objectives.

Think about how you currently accomplish your job.

Document how you will accomplish your job responsibilities and objectives on your proposed flexible
work arrangement.

Describe any changes in how you will accomplish your job tasks, responsibilities and objectives while
on your proposed flexible work arrangement.

Consider potential challenges your flexible work arrangement might raise with your co-workers,
manager(s) and customers/clients. What are some potential solutions to these challenges?
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Describe how you will evaluate and measure the success of your flexible work arrangement in
meeting job requirements and expectations.

What are some critical factors for success of your proposed flexible work arrangement? How will you
know if they are in place?

Develop clear and measurable goals and/or milestones for success.

Suggest a review process and timeline that you and your manager will use to assess the effectiveness
of your flexible work arrangement.

Describe the process you will use to measure achievement of your goals.

Describe any additional equipment/expenses that your proposed flexible work arrangement might
require.

Describe any short- or long-term cost savings for the organization that might result from your new
flexible work arrangement to offset any expenses.

Share: i€ i.d ‘j o | For more resources, go to www.corporatevoices.org/publications/workplaceflex

Guide for Implementing Flexibility with an Hourly and Nonexempt Workforce | Tips and Tools for Employees Corporate Voices for Working Families


http://twitter.com/?status=Check+out+Corporate+Voices+tips+for+employees+on+flexible+work+arrangements.+http://www.corporatevoices.org/publications/workplaceflex
http://www.linkedin.com/shareArticle?mini=true&url=http://www.corporatevoices.org/publications/workplaceflex
http://www.facebook.com/share.php?u=http://www.corporatevoices.org/publications/workplaceflex
mailto:?subject=Implementing%20Flexible%20Work%20Arrangements%3A%20A%20Guide%20from%20Corporate%20Voices&body=I%20thought%20this%20resource%20from%20Corporate%20Voices%20for%20Working%20Families%20might%20be%20helpful%20for%20you.%20It%20includes%20tips%20and%20tools%20for%20hourly%20and%20nonexempt%20employees%20on%20how%20to%20discuss%20a%20flexible%20work%20arrangement%20with%20your%20manager%20and%20how%20to%20use%20it%20if%20approved.%20Following%20is%20the%20link%3A%20%0A%0Ahttp%3A%2F%2Fwww.corporatevoices.org%2Fpublications%2Fworkplaceflex

CORPORATE VOICES FOR WORKING FAMILIES

Corporate Voices for Working Families is the leading national business membership organization representing

the private sector on public and corporate policy issues involving working families. A nonprofit, nonpartisan
organization, we improve the lives of working families by developing and advancing innovative policies that reflect
collaboration among the private sector, government and other stakeholders.

To create bipartisan support for issues affecting working families, we facilitate research in areas spotlighting
the intersecting interests of business, community and families: workforce readiness, family economic stability,
flexibility in the workplace, and work and family balance.

Collectively our 50 partner companies, with annual net revenues of more than S1 trillion, employ more than
4 million individuals throughout all 50 states.

Our Web site: www.corporatevoices.org Our address: 1020 19th Street NW, Suite 750

. Washington, DC 20036
Our blog: www.corporatevoices.wordpress.com

. . Our phone: 202-467-8130
Follow us on Twitter: @corporatevoices

Our fax: 202-467-8140
WFD CONSULTING

WEFD Consulting partners with its clients to create inspiring work environments where organizations succeed

and employees thrive. Their research, consulting and implementation services help clients build a competitive
employee value proposition and mobilize the full richness, diversity and potential of their employees, resulting

in a more resilient, productive and engaged workforce. For over 25 years, WFD Consulting has been dedicated to
improving business outcomes and improving the lives of working families through collaboration, innovation and a
commitment to action.

Our Web site: www.wfd.com
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