
�0�L�G�G�O�H���*�H�R�U�J�L�D���6�W�D�W�H���8�Q�L�Y�H�U�V�L�W�\��
�7�H�O�H�:�R�U�N���$�J�U�H�H�P�H�Q�W 

Memorandum  

To:�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B 

From: �B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B

Date: �B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B 

RE: Telecommuting Agreement 

This memorandum shall serve as an agreement between the employee named above and the 
Department of __________�B�B�B�B�B�B�B�B�B through which the employee will be allowed to utilize 
telecommuting to perform the duties and responsibilities of his/her position from a location 
other than the primary departmental office located at ______�B�B�B�B�B�B�B�B�B�B�B.  This agreement 
shall be referred to as the Òtelecommuting agreementÓ and is authorized by the department on a.) 
a trial basis, or b) for the period designated below.    

As the employee approved for telecommuting, it is important for you to understand that we, as the 
employer, may change any of the conditions or requirements of the telecommuting agreement at 
any time during the period of the agreement.  Also, �0�L�G�G�O�H���*�H�R�U�J�L�D���6�W�D�W�H���8�Q�L�Y�H�U�V�L�W�\� �management 
reserves the right to cease this arrangement altogether at anytime.    

1. DURATION:
�7�K�L�V���D�J�U�H�H�P�H�Q�W���Z�L�O�O���E�H���Y�D�O�L�G�� �E�H�J�L�Q�Q�L�Q�J���R�Q���B�B�B�B�B�B�B�B�B�B�B�B�B�D�Q�G���H�Q�G�L�Q�J���R�Q���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��
���1�R�W���W�R���H�[�F�H�H�G���R�Q�H���\�H�D�U�����E�X�W���U�H�Q�H�Z�D�E�O�H���L�Q���R�Q�H���\�H�D�U���L�Q�F�U�H�P�H�Q�W�V���������7�K�L�U�W�\�������������G�D�\�V���S�U�L�R�U���W�R���W�K�H���H�Q�G 
�R�I���W�K�H���R�I���W�K�H���S�H�U�L�R�G�����R�U���D�W���D�Q�\���W�L�P�H���G�X�U�L�Q�J���W�K�H���W�H�O�H�F�R�P�P�X�W�L�Q�J���S�H�U�L�R�G�����E�R�W�K���S�D�U�W�L�H�V���Z�L�O�O���S�D�U�W�L�F�L�S�D�W�H 
�L�Q���D���U�H�Y�L�H�Z�����Z�K�L�F�K���F�D�Q���U�H�V�X�O�W���L�Q���W�K�H���U�H�D�F�W�L�Y�D�W�L�R�Q���R�U���W�H�U�P�L�Q�D�W�L�R�Q���R�I���W�K�H���D�J�U�H�H�P�H�Q�W��

2. WORKING LOCATION:
�$�V���D�Q���H�P�S�O�R�\�H�H���D�S�S�U�R�Y�H�G���I�R�U���W�H�O�H�F�R�P�P�X�W�L�Q�J�����\�R�X���D�J�U�H�H���W�R���P�D�L�Q�W�D�L�Q���D�Q���R�I�I�L�F�H���R�U���D�G�H�T�X�D�W�H���Z�R�U�N 
�V�S�D�F�H���D�W���\�R�X�U���U�H�V�L�G�H�Q�F�H���O�R�F�D�W�H�G���D�W���B�B�B�B�B�B�B�B�B�B�B�B�B�������7�K�L�V���R�I�I�L�F�H���O�R�F�D�W�L�R�Q���Z�L�O�O���E�H���F�R�Q�V�L�G�H�U�H�G���\�R�X�U 
�W�H�O�H�F�R�P�P�X�W�L�Q�J���Z�R�U�N���O�R�F�D�W�L�R�Q�������8�Q�O�H�V�V���\�R�X�U���Z�R�U�N���O�R�F�D�W�L�R�Q���L�V���V�S�H�F�L�I�L�H�G���L�Q���\�R�X�U���R�I�I�L�F�L�D�O���F�D�P�S�X�V���M�R�E 
�G�H�V�F�U�L�S�W�L�R�Q���D�V���E�H�L�Q�J���U�H�J�X�O�D�U�O�\���D�V�V�L�J�Q�H�G���W�R���D���U�H�P�R�W�H���O�R�F�D�W�L�R�Q���V�L�W�H�����\�R�X���Z�L�O�O���Q�R�W���E�H���U�H�L�P�E�X�U�V�H�G���I�R�U 
�P�L�O�H�D�J�H���D�V�V�R�F�L�D�W�H�G���Z�L�W�K���W�U�D�Y�H�O�L�Q�J���W�R���W�K�H���P�D�L�Q���F�D�P�S�X�V��

3. WORKING HOURS:
�8�Q�G�H�U���W�K�H���W�H�U�P�V���R�I���W�K�L�V���D�J�U�H�H�P�H�Q�W�����\�R�X���D�U�H���D�S�S�U�R�Y�H�G���W�R���W�H�O�H�F�R�P�P�X�W�H���B�B�B�B�B���G�D�\���V�����S�H�U 
�B�B�B�B�B�����J�H�Q�H�U�D�O�O�\���Z�H�H�N���R�U���P�R�Q�W�K�������Z�K�L�F�K���V�K�D�O�O���J�H�Q�H�U�D�O�O�\�����R�S�W�L�R�Q���D�����E�H���R�Q�� �B�B�B�B�����G�D�\�����R�I���H�D�F�K 
�Z�H�H�N���R�U�����R�S�W�L�R�Q���E�����Y�D�U�\���Z�H�H�N���W�R���Z�H�H�N�������2�Q���W�K�H���G�D�\�V���\�R�X���D�U�H���D�S�S�U�R�Y�H�G���W�R���W�H�O�H�F�R�P�P�X�W�H�����\�R�X���D�U�H 
�H�[�S�H�F�W�H�G���W�R���E�H���S�U�R�G�X�F�W�L�Y�H���D�Q�G���D�F�W�L�Y�H�O�\���H�Q�J�D�J�H�G���L�Q���Z�R�U�N��at least 9���K�R�X�U�V���D���G�D�\���G�X�U�L�Q�J���W�K�H 
�G�H�S�D�U�W�P�H�Q�W�¶�V���Q�R�U�P�D�O���E�X�V�L�Q�H�V�V���K�R�X�U�V���R�I������0�����D���P�����W�R������3�����S���P��



�3�O�H�D�V�H���F�R�Q�W�L�Q�X�H���W�R���V�X�E�P�L�W���\�R�X�U���O�H�D�Y�H���U�H�T�X�H�V�W�V���W�R�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B����

�:�K�H�Q�� �Q�H�F�H�V�V�D�U�\���� �Z�H�� �P�D�\�� �L�Q�I�R�U�P�� �\�R�X�� �L�Q�� �S�H�U�V�R�Q���� �Y�L�D�� �H�P�D�L�O�� �R�U�� �W�H�O�H�S�K�R�Q�H�� �R�I�� �D�Q�� �R�I�I�L�F�H�� �P�H�H�W�L�Q�J�� �W�K�D�W��



�<�R�X���D�J�U�H�H���Q�R�W���W�R���X�V�H��Middle Georgia State University �R�Z�Q�H�G���H�T�X�L�S�P�H�Q�W���I�R�U���S�H�U�V�R�Q�D�O���S�X�U�S�R�V�H�V����

�2�S�W�L�R�Q�����������'�X�U�L�Q�J���W�K�H���S�H�U�L�R�G���R�I���W�K�L�V���W�H�O�H�F�R�P�P�X�W�L�Q�J���D�J�U�H�H�P�H�Q�W�����\�R�X���Z�L�O�O���E�H���H�[�S�H�F�W�H�G���W�R���S�U�R�Y�L�G�H��
�\�R�X�U���R�Z�Q���L�Q�W�H�U�Q�H�W���D�F�F�H�V�V�L�E�O�H���F�R�P�S�X�W�H�U���D�Q�G���S�U�L�Q�W�H�U���W�R���V�X�S�S�R�U�W���\�R�X�U���Z�R�U�N���D�F�W�L�Y�L�W�L�H�V�������<�R�X���Z�L�O�O���E�H��
�U�H�T�X�L�U�H�G���D�V���D���F�R�Q�G�L�W�L�R�Q���R�I���H�P�S�O�R�\�P�H�Q�W���W�R���P�D�L�Q�W�D�L�Q���L�Q�W�H�U�Q�H�W���D�F�F�H�V�V���D�W���\�R�X�U���R�Z�Q���H�[�S�H�Q�V�H������

����WORK ASSIGNMENTS
�<�R�X���Z�L�O�O���U�H�F�H�L�Y�H���\�R�X�U���Z�R�U�N���D�V�V�L�J�Q�P�H�Q�W�V���E�\���F�R�U�U�H�V�S�R�Q�G�L�Q�J���Z�L�W�K���\�R�X�U���L�P�P�H�G�L�D�W�H���V�X�S�H�U�Y�L�V�R�U���R�Q���D
�G�D�L�O�\���E�D�V�L�V���D�W���W�K�H���E�H�J�L�Q�Q�L�Q�J���R�I���W�K�H���Z�R�U�N���G�D�\���R�U���D�V���Q�H�F�H�V�V�D�U�\���G�X�U�L�Q�J���W�K�H���G�D�\�����D�Q�G���R�U���E�\���S�L�F�N�L�Q�J���X�S
�D�V�V�L�J�Q�P�H�Q�W�V���D�W���W�K�H���B�B�B�B�B�B�B�B�B���O�R�F�D�W�L�R�Q�������:�R�U�N���D�V�V�L�J�Q�P�H�Q�W�V���P�D�\���D�O�V�R���E�H���F�R�P�P�X�Q�L�F�D�W�H�G���E�\���S�K�R�Q�H



�7�K�H� ��H�P�S�O�R�\�H�H� ��D�J�U�H�H�V� ��W�R� ��O�L�P�L�W� ��S�H�U�I�R�U�P�D�Q�F�H� ��R�I� ��R�I�I�L�F�L�D�O�O�\� ��D�V�V�L�J�Q�H�G� ��G�X�W�L�H�V� ��W�R� ��W�K�H� ��Z�R�U�N� ��O�R�F�D�W�L�R�Q��
�V�S�H�F�L�I�L�H�G���L�Q���S�D�U�D�J�U�D�S�K������� ��)�D�L�O�X�U�H���W�R���F�R�P�S�O�\� ��Z�L�W�K���W�K�L�V���S�U�R�Y�L�V�L�R�Q���P�D�\� ��U�H�V�X�O�W���L�Q���W�H�U�P�L�Q�D�W�L�R�Q���R�I� ��W�K�H��
�7�H�O�H�F�R�P�P�X�W�L�Q�J���$�J�U�H�H�P�H�Q�W�����D�Q�G���R�W�K�H�U���D�S�S�U�R�S�U�L�D�W�H���G�L�V�F�L�S�O�L�Q�D�U�\���D�F�W�L�R�Q������

�:�H���O�R�R�N���I�R�U�Z�D�U�G���W�R���Z�R�U�N�L�Q�J���Z�L�W�K���\�R�X���R�Q���W�K�L�V���W�H�O�H�F�R�P�P�X�W�L�Q�J���D�V�V�L�J�Q�P�H�Q�W���D�Q�G���Z�L�O�O���D�S�S�U�H�F�L�D�W�H���D�Q�\��
�L�Q�S�X�W���I�U�R�P���\�R�X���G�X�U�L�Q�J���W�K�L�V���S�U�R�F�H�V�V���R�Q���K�R�Z���Z�H���P�D�\���D�V�V�L�V�W���\�R�X���D�Q�G���R�X�U���R�I�I�L�F�H���Z�L�W�K���H�Q�V�X�U�L�Q�J���W�K�D�W��
�\�R�X���D�U�H���S�U�R�G�X�F�W�L�Y�H���D�Q�G���D�E�O�H���W�R���P�H�H�W���M�R�E���H�[�S�H�F�W�D�W�L�R�Q�V���X�Q�G�H�U���W�K�L�V���D�J�U�H�H�P�H�Q�W������

�,�� �D�F�F�H�S�W�� �W�K�H�� �W�H�U�P�V�� �D�Q�G�� �F�R�Q�G�L�W�L�R�Q�V�� �R�I�� �W�K�L�V�� �D�J�U�H�H�P�H�Q�W���� �D�V�� �S�U�R�Y�L�G�H�G�� �W�R�� �P�H�� �E�\�� �W�K�H�� �H�P�S�O�R�\�H�U����� ��,��
�X�Q�G�H�U�V�W�D�Q�G�� �Z�K�D�W�� �L�V�� �H�[�S�H�F�W�H�G�� �R�I�� �P�H�� �G�X�U�L�Q�J�� �W�K�H�� �S�H�U�L�R�G�� �R�I�� �W�K�L�V�� �W�H�O�H�F�R�P�P�X�W�L�Q�J�� �D�J�U�H�H�P�H�Q�W�������,�I���W�K�H�U�H��
�D�U�H�� �D�Q�\�� �F�R�Q�F�H�U�Q�V�� �U�H�J�D�U�G�L�Q�J�� �W�K�L�V�� �D�U�U�D�Q�J�H�P�H�Q�W���� �,�� �Z�L�O�O�� �L�P�P�H�G�L�D�W�H�O�\�� �D�O�H�U�W�� �B�B�B�B�B�B�B�B�B�B�B�B�B�B���� �I�R�U��
�F�O�D�U�L�I�L�F�D�W�L�R�Q���D�Q�G���U�H�V�R�O�X�W�L�R�Q������

�(�P�S�O�R�\�H�H�����S�U�L�Q�W�H�G���Q�D�P�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B���'�D�W�H���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��

�(�P�S�O�R�\�H�H�����V�L�J�Q�D�W�X�U�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B���'�D�W�H���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��

�6�X�S�H�U�Y�L�V�R�U�����V�L�J�Q�D�W�X�U�H�����B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B���'�D�W�H���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B��

�(�[�H�F�X�W�L�Y�H���'�L�U�H�F�W�R�U�����V�L�J�Q�D�W�X�U�H�������B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�����'�D�W�H���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B

�9�3�����V�L�J�Q�D�W�X�U�H���������B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�������'�D�W�H���B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B�B

�0�L�G�G�O�H���*�H�R�U�J�L�D���6�W�D�W�H���8�Q�L�Y�H�U�V�L�W�\���3�R�O�L�F�L�H�V��

�'�X�U�L�Q�J���W�K�H���S�H�U�L�R�G���R�I���W�K�L�V���D�J�U�H�H�P�H�Q�W�����W�K�H���H�P�S�O�R�\�H�H���D�J�U�H�H�V���W�K�D�W���K�H���V�K�H���V�K�D�O�O���E�H���F�R�Y�H�U�H�G���E�\���D�O�O��
�0�L�G�G�O�H���*�H�R�U�J�L�D���6�W�D�W�H���8�Q�L�Y�H�U�V�L�W�\���S�R�O�L�F�L�H�V���D�Q�G���S�U�R�F�H�G�X�U�H�V���V�X�U�U�R�X�Q�G�L�Q�J���H�P�S�O�R�\�P�H�Q�W�������7�K�H���G�D�W�H�V��
�V�K�R�Z�Q���L�Q���W�K�H���G�X�U�D�W�L�R�Q���V�H�F�W�L�R�Q���D�U�H���Q�R�W���W�R���E�H���F�R�Q�V�W�U�X�H�G���D�V���D���F�R�Q�W�U�D�F�W���D�Q�G���G�R���Q�R�W���J�X�D�U�D�Q�W�H�H��
�F�R�Q�W�L�Q�X�D�W�L�R�Q���R�I���H�P�S�O�R�\�P�H�Q�W���G�X�U�L�Q�J���W�K�H���S�H�U�L�R�G����


