
 

Telework Employee/Supervisor 
Equipment Checklist 

(Complete after Telework Agreement is Approved) 
 

INSTRUCTIONS: This checklist is designed to ensure that the employee and supervisor understand the teleworking policies 
and procedures. 

SECTION 1: EMPLOYEE INFORMATION 
EMPLOYEE NAME:  JOB TITLE: 

DEPARTMENT: SUPERVISOR: 

SECTION 2: TELEWORK SCHEDULE 

The employee and supervisor have established the following work schedule for hours/days at a telework site. 

Monday Tuesday Wednesday Thursday Friday 

     

SECTION 3: EQUIPMENT 

The following equipment has been issued to the employee and has been documented by the university. 

Type of Equipment Make Model Serial Number Issued Date 

Computer     

Monitor     

Keyboard     

Mouse     

Other     

Other     

SECTION 4: EMPLOYEE ACKNOWLEDGEMENT 

1. Policies and procedures for the care and use of equipment issued by the University/System Office have been explained 
and are clearly understood. 

2. Policies and procedures related to confidential information and data security have been discussed and are clearly 
understood. 

3. Requirements for maintaining an adequate and safe remote work area have been discussed, and the employee certifies 
that these requirements are met. 

4. Performance expectations have been defined and are clearly understood. 
5. The employee understands that the University may terminate the telework agreement at any time. The employee further 

understands that the telework arrangement may be ended immediately if performance declines or the arrangement no 
longer supports organizational needs. 

6. The employee understands that all equipment issued by the University remains University property and must be 
returned immediately upon request. 

EMPLOYEE SIGNATURE: DATE: 

SUPERVISOR SIGNATURE: DATE: 
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