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Flexible Work Arrangement and Remote Work 
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 1. You will receive an email from the Employee Relations email (employeerelations@ecu.edu) that 
will provide you with a link to review and approve your employee’s Flexible Work Agreement 
and Remote Work Agreement (FWA). Click on the link in the email to review and approve the 
FWA. 

 
2. Review the document to make sure it is accurate and provide the email address for the final 

approver of FWAs per your department’s SOP.  
Note: Please make sure the Final Approver’s email address is correct as the system will send the 
form to that email address for final approval.  
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 3. If document provides accurate information/approved, sign, select “Approved” and press submit. 
The form will then be sent to the email you provided as the next level of approval.  
 

 
 

4. If the information is not accurate/approved and you need the employee to update the 
information, select “Not Approved”, provide the reason why, and then press submit. The system 
will send an email to the employee to update the information and re-submit the FWA for 
approval.  

 


