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Alternate Work Location (AWL)
Standard Administrative Procedure

Employee completes AWL
Request Form,
gives formto Supervisor.

Supervisor notifies employee by
completing AWL Request Form.

Provides copy of AWL Request Form to
next level supervisor.

Supervisor recommends
approval.

Supervisor forwards mememorandum,
AWL Request Form and
current job description of employee
to Department Head/Unit Head.

Department Head/Unit Head
recommends approval.

Department Head/Unit Head
returns disapproved Supervisor notifies employee by
No memorandum, returning copy of
AWL Request Form disapproved memorandum and
and job description AWL Request Form.

to the requesting Supervisor

Department Head/Unit Head forwards ) e
mememorandum, AWL Request Form andjob description to the
Department Head/Unit Head

and current job description of employee

through normal administrative channels.
Employee will

utilize TAMU
equipment

Returns disapproved
memorandum,
AWL Request Form

Director of Human Resources,
Deen/Associae or Assistant Provost
(Academic Divisions only),
Executive Vice President and Provost or
Vice President
recommend approvd.

Supervisor and
employee complete
Inventory of
Equipment Form.

e >

Supervisor and Employee
complete AWL Agreement.
Depatment Head/Unit Head

reviews and signs AWL

Agreement.

AWL process
complete.

No form
necessary.
Supervisor and

employee complete
AWL Safety Checklist.

Depatment Head/Unit
Heed receives gpprova
paperwork and notifies
requesting Supervisor.

Employee will
provide and/or
maintain AWL.




