
Employee discusses 
VO with 

supervisor

Has employee’s 
position been 

deemed eligible 
for VO?

If interested, the 
employee completes 
Position Ineligibility 

Appeal form

Supervisor, SCM, 
RM/PM, and AWPC 

approve or deny

Is 
position 
eligible?

END

Supervisor will coordinate 
with ADA Coordinator

Does 
employee 

have appropriate 
KSAs, work habits, 

performance 
record?

Supervisor completes Denial 
portion of VO Agreement 

with description of adverse 
agency impact, 

sends through approval 
chain and notifies AWPC

PD (or designee) agrees or 
disagrees with Denial, with 

explanation

Employee and supervisor 
complete the Alternative 

Work Site Safety Checklist, 
and VO Agreement

Supervisor sends 
recommendation of 

approval, sends forms 
through approval chain

Supervisor works with 
employee on opportunities 

to improve, if applicable

If equipment and/or service 
is needed AWPC and 
supervisor complete 

appropriate procurement or 
service requests

Employee begins working 
from alternative work site

Agreement evaluated for 
renewal no more than 

one year later

Employee and Supervisor 
complete VO Training

Employee completes 
Individual Self-Assessment

AWPC ensures information 
entered into AWP database 
and notifies employee and 

supervisor

PD (or designee) 
makes final decision

Employee or Revenue 
may terminate 
participation 
at any time

Start 
Here

YES NO

YES YES

AWPC completes 
Denial form with description 
of adverse agency impact 

and notifies employee 
and supervisor

AGREES

AWPC and manager update 
Position Eligibility List

Employee completes 
new forms if schedule, 
alternative work site or 

supervisor changes

VIRTUAL OFFICE PARTICIPATION WORKFLOW

NO

NO

YES

NO

DENIES

YES

NO

YES

APPROVES

DISAGREES

KEY

ADA – Americans with Disabilities Act
AWP – Alternate Work Program
AWPC – Alternate Work Program Coordinator
ISP – Information Services Program
KSAs – Knowledge, Skills and Abilities
PD – Program Director
PM – Process Manager
RM – Regional Manager
SCM – Service Center Manager
VO – Virtual Office
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Are 
equipment 

and resources 
available and cost 

appropriate?

Is
employee 

Requesting VO 
as an ADA 

Accommodation?
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