
1. Verify your information at the top of the form is accurate.  If your Approver 1 or Approver 2 area is blank, this 
may be because there is no one seated in that position at this time.  If Approver 1 or 2 is blank, the system will 
continue to route your form.   
 

2. Enter the number of hours you plan to work each day on-site and/or remotely. 

  
 

3. If you need to describe your working arrangement in more detail, you may enter those details in the following 
boxes:  

 
 

4. Choose the type of Arrangement Requested: 

 
**Please note:  100% remote arrangements must complete Section IV:  Exceptions to Flexible Work 
Arrangements Policy.   
 

5. If you are performing duties 100% remotely, you must enter your remote work location.  If this is your home 
address, enter your home address. 

 
 
If you are working 100% remotely outside of the state of NC, you must contact the Tax Compliance Office. 
 

6. Enter start/end (if applicable) date of this arrangement 

 

https://controller.appstate.edu/contacts/tax-compliance


7. If you are using any university-owned property at your remote work location, please list it below. 

 
8. Any exceptions to the current Policy should be entered here (if applicable) 

 
 

9. Click to review the Terms & Conditions/Safety Information Checklist.  These items are mandatory and you will 
not be able to submit your form without reviewing this information. 

 
10. Navigate through the Terms & Conditions pages by clicking                       .  Then review all of the safety  

information provided and place a check in each box to acknowledge each statement.   
 

11. Once all boxes have been checked, you can click to   
 

12. Once all required fields on this form are complete, you will be able to click   
(If this box is grayed out, you have missed a required field.  Please go back and review) 
 

13. Your form will now route though the approval/review process.  You will receive an email notification each time 
an approval is complete.  Once HR has reviewed your form, the status will be updated to ‘Completed’. 
 

 
  
 


