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Remote Work Participation Agreement Form Instructions for 
Employees 

The University of Colorado Denver | Anschutz Medical Campus Alternative Work Schedules 

and Remote Work Arrangements policy was recently revised and approved. Documentation 

for employee remote work arrangements as provided for under that policy is required.  

Employee Guidance 

To comply with the policy, employees need to submit new remote work requests using the 

Remote Work Participation Agreement Form.  

Please follow the instructions on the next page to submit a remote work request to your 

Supervisor and Department Approvers/Unit Human Resources Business Partners for review 

and acknowledgment.  

 

 

 

 

 

 

 

 

 

https://app.smartsheet.com/b/form/f5c5dd3f01dc4eefb3711a4fce6955fe
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How to complete a Remote Work Form  

1. Access the Remote Work Participation Agreement Form.  

2. Review the instructions listed for your campus (CU Anschutz Medical Campus or CU 

Denver Campus) at the top of the form.  

 

 

 

 

 

 

 

 

 

 

 

 

 

https://app.smartsheet.com/b/form/f5c5dd3f01dc4eefb3711a4fce6955fe
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3. Fill out your First and Last name. 

 

4. Fill out your University email address.  

• For CU Anschutz Medical Campus employees, please use the following: 

firstname.lastname@cuanschutz.edu.  

• For CU Denver employees please use the following: 

firstname.lastname@ucdenver.edu.  

 

5. Enter your University Employee ID number. Please enter a CU Anschutz Medical 

Campus or CU Denver Campus Employee ID number. This number will be 6 digits.  

 

6. Select “yes” or “no” if your request is or is not related to the Americans with Disabilities 

Act (ADA) accommodation? 

mailto:firstname.lastname@cuanschutz.edu
mailto:firstname.lastname@ucdenver.edu
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If you select “yes”, you will be required to upload a copy of the ADA Accommodation 

letter in the file upload section of the form.  

7. Fill out the justification narrative section and the effective date.  
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8. Select your Principal School, College, or Department from the drop-down menu.  

 

9. If the School of Medicine or College of Liberal Arts and Sciences is selected in the 

Principal School, College, or Department drop-down, then the Department, Division, or 

Work Unit drop-down menu will appear.  

Select your Department, Division, or Work Unit from the drop-down menu.  

 

10. Select “yes” or “no” if you are working internationally.  

11. Fill out the City, Address, Zip code, and State and remote work phone number fields.  
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12. Fill out the number of days to be worked remotely and select all the days that apply. If 

your schedule varies indicate this in the “Remote Work Hours” field.  
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13. Fill out the type of university equipment that will be used to work remotely. Also, indicate 

who will provide this equipment.  

 

14. Fill out how information on how communications will be handled. Also, add any 

additional conditions that were agreed upon.  
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15. Fill out the correct email address for your Supervisor and Department Approver/Unit 

Human Resources Business Partner.  

Please double-check the email addresses are correct so that this request will be routed 

to the correct department and reviewer.  

• For CU Anschutz Medical Campus employees, please use the following: 

firstname.lastname@cuanschutz.edu.  

• For CU Denver employees please use the following: 

firstname.lastname@ucdenver.edu.  

*Please note: If the email address is incorrect, none of the individuals will be 

notified of your request and you will need to resubmit this form.  

 

 

 

mailto:firstname.lastname@cuanschutz.edu
mailto:firstname.lastname@ucdenver.edu
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16. Verify all your entries are correct. Then check the box to acknowledge that you have 

reviewed the Alternative Work Schedules and Remote Work Arrangements policy and 

school or college policy and understand and agree to its conditions and that you have 

discussed the request with your Supervisor. 

 

17. Click the “submit button.  

 

18. Once you have submitted your form, your screen will display the following message:  



    Remote Work Participation Agreement Form  
   Step-by-Step Guide - Employees 
  
    
 

Page 10 of 14  Revised 8.9.2021  
 

 

All submitted forms are reviewed by your Supervisor and Department 

Approver/Unit Human Resources Business Partner for acknowledgment.   

 

19. You will receive an emailed copy of your submission. Due to processing time, there may 

be a lag in receiving this confirmation. Below is a sample submission confirmation email.  
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20. Once both the Supervisor and Department Approver/Unit Human Resources Business 

Partner acknowledge the agreement, you will receive a final confirmation indicating your 

request has been approved. Due to processing time, there may be a lag in receiving this 

confirmation. Below is a sample confirmation email. You can see below that the 

Supervisor and Department Approver/Unit Human Resources Business Partner have 

both approved the form.  
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21. If a request is denied, you will also receive an emailed notification of the denied 
request. Below is a sample email you would receive if your request is denied by either 
the Supervisor or Department Approver/Unit Human Resources Business Partner. In the 
example below, you can see the Supervisor declined the request.  

 
 
 
 
 



    Remote Work Participation Agreement Form  
   Step-by-Step Guide - Employees 
  
    
 

Page 13 of 14  Revised 8.9.2021  
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

22. If a request is revoked or terminated, you will also receive an emailed notification 
of the revoked or terminated request. Below is a sample email you would receive if 
your request is revoked or terminated by either the Supervisor or Department 
Approver/Unit Human Resources Business Partner.  
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Questions?  

Please reach out to your Departments’ Human Resources Business Partner. 

https://www1.ucdenver.edu/offices/human-resources/human-resources-home/human-resources-staff-listing-by-school-college-consolidated-unit-and-department

