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d a written proposal to request a flexible work arrangement.  As you 
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Flexible Work Arrangements Proposal 
 
I have been employed at the University for 8 years and am very committed to the quality 
of my work. Lately, I have been finding it increasingly difficult to address some family 
issues due to my full-time work schedule. In addition, I have a commute time of 45 
minutes from Monroe. My ability to balance work and family needs would be greatly 
enhanced by reducing my hours to 80% time. I believe that I will be more effective and 
focused when I am at work, and my family would benefit from the additional day I could 
spend at home addressing their needs.  
 
This is a formal request for a reduction in my work schedule from 100% to 80% time. I 
propose a work schedule of Monday – Thursday (or any 4 agreed upon work days) from 
8:00am – 5:00pm.  This schedule would help me balance my work and family 
responsibilities more effectively. 
  
The following represent possible issues as well as solutions due to my reduction in time: 
    
Systems Coordination & Training:  
Issue:  Departmental response to questions regarding REX and POTS might be delayed.  
 
Solution:  All departments would be informed of my work schedule and I would keep 
Corporate Time updated to support communication of my schedule. I would train Donna 
to act as my backup if an emergency issue were to come up, and I am willing to be 
contacted by cell phone in the case of any emergency.  
 
The web page can also be used as a source of information and support for the campus 
community.  A project I am currently working towards is incorporating a training 
program on the Purchasing web page.  With this web page training in place, onsite 
training would only be necessary in dire circumstances. 
 
 
Financial Reporting and Analysis:   
Issue:  Last minute reports would require a back-up preparer. 
 
Solution:   Most financial reporting and analysis issues have timelines already in place 
(e.g. budgeting, online personnel transactions, office purchasing, reconciliations), and I 
will continue to organize my time to support these deadlines.  I already have the 
templates needed for such projects, and a back up preparer could be trained to support 
such issues if they were to arise on one of my days off. If these solutions are not 
sufficient, I have the ability and am willing to access my work computer from home for 
emergency circumstances. 
 



Management & Supervision:   
Issue:  Office equipment in need of service or repair. 
 
Solution:  If office equipment should need service attention, procedures are already in 
place for Donna to contact the service vendor.   
 
Supervision Issues:  Who will supervise Donna on this one day per week?  
 
Supervision Solution:  As Department Manager, Randy would supervise Donna for this 
one day per week. When Donna has a preplanned day off, I am willing to adjust my 
schedule to support the need for at least one of us in the office at all times. 
 
Other Issues:  Assisting the Senior Buyer with last minute bid analyses. 
 
Other Solution: Oscar might have to do his own complex bid analyses or administrative 
functions if they were needed on my day off.  Alternatively, this would enable the Buyer 
and/or Donna to utilize recent training in software programs such as Excel, and stimulate 
growth in other programs used to support these administrative functions. 
 
With effective communication and some additional pre-planning methods, my proposed 
80% work schedule may benefit the department.  The budgetary savings may allow 
Purchasing the opportunity to hire a student employee to support other areas of the 
department (e.g. Equipment Management).  Also, this student could function, at times, as 
the front office receptionist, allowing Donna the opportunity to cross-train in other areas 
of the department.   
 
I am willing to work with Randy and my colleagues to negotiate a schedule that will best 
fit the department’s needs.  I would like to suggest a “trial period” of 60 days.  After the 
initial 60 days, I believe we should meet and discuss the pros and cons of the schedule to 
determine if departmental needs are being met. 
 
I appreciate your consideration of this request, and would be more than happy to meet 
with you in person to discuss this in further detail. I look forward to hearing from you. 
 
Sincerely, 
 
Jane Doe 
Office Manager 
Office of Financial Services 
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 work arrangement #2 -Return to Work part-time 

y discussed, I plan to be on medical/child care leave from 
 10 through June 6. (Some of that time will be covered on whatever 

y care days, and the rest will be covered out of extended sick time, 
y care days, and the rest will be covered out of extended sick time, 
 and Payroll.)  I expect that I will need six weeks of medical leave, 

y doctor orders.  I have 2.5 weeks of vacation, and I will take 4 
ve, which as I understand will be covered by the Family Medical 
l continue coverage of my University benefits. 

se the following schedule for my return to work:  

20 hours per week 

 30 hours per week 

Back to full time status 

o approach the return to work on a trial basis and schedule an 
-way point so we can talk about how well it is working, or if there 
ddressing.  I have contacted the U-M’s Work/Life Resource Center, 
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: 

 have someone who is very familiar with the daily operations of the 
s staff functions.  I would propose that Kay step into that role during 
familiar with the budget and all the forms that will need processing, 
eadlines we face with our reports, grants. Kay is bright, capable, and 
ellent rapport with other staff.  I believe it would be advantageous to 
ing her, as we all agree she is supervisory material and would 
 having this cross-training.  Her routine secretarial duties that she 

h, in terms of her workload, could be handled by two of our work-
ssisted by Cheryl the receptionist.  That would free her up to do the 
er-level tasks that she now Her routine secretarial duties that she 
h, in terms of her workload, could be handled by two of our work-
ssisted by Cheryl the receptionist.  That would free her up to do the 
r-level tasks that she now performs. 



 
Additionally, both Kay and Cheryl are taking long vacations just prior to my leave, so I 
do not anticipate that there will be a coverage problem during the summer. 
 
My job duties: 
 
At present, I spend 10% of my time doing “x”; 30% doing “y”; 20% doing “z”; and the 
remainder doing “a, b and c.”  If you decide that Kay would be a logical person to have 
as office supervisor, I believe she could capably handle “x” and “z”, in addition to her 
other duties.  I believe we might be able to hire a half-time temp to assist with basic 
duties, such as answering phones, distributing mail, and providing reception coverage 
when Paula is away on vacation or sick.  I would be happy to train that person if s/he is 
hired before I leave, or leave explicit instructions for Kay, who could also train him/her.  
I have talked with Bernadette in Temporary Staffing Services, and she assures me that 
there is a good pool of capable temps right now that are looking for part-time work. She 
also assures me that we can do all of the paperwork online. 
 
As you know, we have extra money in the budget from between the time we lost Jane to 
the time we hired Michelle, so I don’t think this expense will have any major impact on 
our budget. 
 
I plan to have all the budget accounts up to date before I leave, and again, Kay is already 
trained in M-pathways, so she can step right in.  If she needs help, the Accounts Manager 
at the Tower is very accessible and helpful. 
 
Thank you very much for considering this proposal.  My job is extremely important to 
me, and as you know I take great pride in the work that I do.  I feel this schedule will be 
mutually beneficial, and create a “win-win” situation for all.  I heard Mary Sue Coleman 
at the presentation on Woman in Science and Engineering the other day make the case for 
a “family friendly” institution, and I’m sure that our department will want to be out in 
front, as a model for other departments. 
 
I look forward to discussing this with you on Tuesday. 
 
Sincerely, 
 
 
 
Marilee Blooming 
 
 
 


