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' SUBIECT Depamnent of Defense (DoD) Telework Pohcy and Gmde

. The purpose of this inemorandum’i is to 1ssne new, DoD pohcy on lelework (alsu '
known as teleconumuting) for civilian cmployew (Amchment 1). Attachment 2 contains
a DoD telework guide to be uséd by Coinponents in estabhshmg their telework: pmgrams
Teleworking: may involve home-based, telecenter;’ or othct a.ltEmauve worksatc C
mngemcnts as prescribed in the attaclied pohcy : X o

Sectxon 359 of Public Law No. 106-346 requues execuuve agencles to tstabhsh

policies under whick eligible- employees may parti¢ipate in ielewmrhng to.the maximum

extent possible, without diminished empioyee pérfornitiince.. The law also réquires -
agencies to allow 25 percent of their eligible workforce to.telework in FY 2001, and an
addmonalZSpementmeachoftheﬂmesirbsequcntﬁscalyears Given that
implementation in DoD is subject to issuance of-the telework policy, and- consxst;nt with
Ofﬁceof?ersonnelManngement(OPM)advme thchmﬁamefmmcehngﬂerS
pmentreqmremcntfortheFYZDOlhasbeenexmdedtoNovember 2001 N

. The ehgzble workforce, as pnescnbed in the attached pohcy. consmu of those
encumbered civilian positions which, based on'the characteristics of thie-position and the -
incumbent, are suitable for teleworking on a regular and recinTing basis (at least one day

‘per pay period). Once the total number-of eligible-¢mployees is determiined, at ledst 25
percent of those employees must be oft'ered the- oppommltyxo telework” by November .
2001, and an addmonalzs pm'cent meach of the follbwmg three fiscal Years (noting that
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not all employees who are offered the opportunity to telework will elect to do it). .
Although- Comporents may include ad hoc teleworkers (who telework on an occasional,
one-time or irregular basis, including less than ene day per pay period), in calculating the
25 percent, maximum effort should be made to increase the number of regular and’ -
recurring teleworkers. Each Component-will be required to meet the 25 percent '
requirement of the law. Of course, Components may elect to'exceed the 25 percent .
requirement in any given year. ' ) , C

prepare to meet the reporting requirement, pending £ mal issuance of the policy. I
might also'add tomorrow is “Telework America Day”, and provid=s you all with the
excellentandtigpelyOpportunityto“rollout"theplogram.- ' o

The Department is committed to improving the quality of life of its workforce and
telework has proven te be an cffective tool to assist employees to balance their work lives
with their private lives and famiily responsibilities. Teiework may also prove to be an
effective recruitment and retention tool as the Department seeks to become an employer
of choice. Of course, the Nation and the community also benefit from telework in terms
of cleaner air, reduced energy consumption, and decreased traffic congestion. -

It is essential that all levels of DoD management actively promote teleworking
within their organizations, support proposals for teleworking for their employees, and =
make every effort to overcome artificial barriers to this program. Managers are réminded
that telework is an. important flexibility available to assist employees to avoid or °
minimize traffic congestion and associated commuting difficulties in the National: Capital

Region; made worse by _the recent terrorist attack on the Pentagon.

Please ensure that local bargiining obiigations, are miet priof to implemeiting this
program. While the attached policy applies to DoD civilian personnel, the Department. -

- has'established an Integrated Process Team tqdevelop a total force telework program.

David §. C. Chu






