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[Date]

Re: Appeal of AWA Denial



[Your Name]


[Work Address]


[Work Address]


[Phone]


[Date today]

[Chain of Command for Appeal]

[Work Site]

[Address]

[Address]

[Address]

Re: Appeal of Alternative Work Arrangement Denial
Dear [Appeal Name]:

I applied on [Date you applied in Workforce] through Workforce for an Alternate Work Arrangement (AWA).  On [Denial Date] my supervisor/manager denied this request.  I am appealing that decision, and hope you will consider this request for AWA in light of the information provided herein.
I believe that the alternate work arrangement I proposed in Workforce, specifically [describe the schedule you proposed], is advantageous to both Public Health Seattle-King County and to myself.  As a [your position here] I can more effectively and productively perform the requirements of my position on the schedule I requested.

The benefits to Public Health are several.  [List here the benefits to PH that the alternate work arrangement offers – e.g. productivity, uninterrupted work on detailed projects, improved customer service, retention of highly qualified professional staff, and others unique to your position.]

The AWA also offers benefits to the clients of Public Health Seattle-King County.  [Detail here the benefits to your clients if you are allowed to work the AWA schedule.  Be specific to the population of clients you are serving]

Additionally, this AWA offers me [state the benefits to you with the alternate schedule: e.g. job satisfaction, work/life balance, amount of time saved commuting in off hours, ability to focus on detailed work without interruption, money saved by picking up children on time from daycare, etc.]

I appreciate the business needs stated in the AWA Denial/Rescission form.  I believe that my requested AWA meets these business needs in the following ways: [Check the Denial form for the business case used to deny your AWA and state here any ways that your requested AWA meets the business needs as well or better than a regular schedule.]
My position as [position title] is well suited to the AWA in several ways.  [Here is where you can speak to the nature of your position and why it lends itself to an alternative schedule.  Write about aspects such as: requires independent work; requires quiet and minimal interruptions for some percentage of tasks; results in a specific, measurable work product; can be monitored by the output, not solely by the time spent doing the job; Customers/clientele better served during “off hours”]
As an employee, my work record supports my working an AWA.  [Discuss your unique capabilities to manage your workload through an AWA.  Speak to considerations such as that you: have demonstrated high productivity; have demonstrated high capacity for working independently; are self-motivated; are extremely knowledgeable about all aspects of your position; are highly organized; have excellent communication skills; have unique capabilities and a track record that backs you up]

If allowed to work in this alternate schedule, I would expect [outline your intent to continue to be an effective performer, including: e.g. open communication regarding customer service and performance; creative problem-solving regarding challenges that might arise; cooperation with well defined work requirements, other ways you will support the work effort]

I am enclosing the following documents to support my request for an Alternative Work Arrangement: 







1.  

2.

3.  

Thank you for considering this appeal.  I look forward to your response.


Sincerely,


[Signature]


[Your Name, Title]

[Identification Initials]

Enclosures: [Number]

cc:
[Name for Copy]


[Name for Copy]

