TELEWORK OFFER LETTER

From:  

To:

Subj:  OFFER OF TELEWORK OPPORTUNITY

Ref:   (a) Public Law 106-346

Encl:  (1) DoD Telework Guide (Draft)

1.  In accordance with the reference, you have been identified as individual occupying a position suitable for telework.  

2.  Under the telework program, you will be allowed to work at an alternative worksite at least one day each payperiod.  The specific day(s) within a payperiod you will be allowed to work at the alternate worksite will be determined by your supervisor. The location of the alternate worksite will also be determined by your supervisor, with your input, and may be a specified work area of your home; a GSA telecenter; or another approved worksite.

3.  The enclosure is a draft DoD Telework Guide which contains additional information about the telework program.  If you elect to accept this telework offer, and after working out the specific terms and conditions of the telework arrangement, you will be required to sign the Telework Agreement at Appendix B of the enclosure. 

4.  Please complete the section below to indicate whether you accept or decline this telework offer and return it (through your supervisor) not later than 30 Oct 01.  You may withdraw your acceptance at anytime; if you decline now, you may request approval to participate at later date.

I [ ] accept  [ ] decline the telework work offer.

If telework offer accepted please indicate:

a.  Proposed location of alternative worksite:  

b. Will it be: less frequently than one day/pay period _____ or, regular & recurring - at least one day/pay period ____
______________________________
___________________
Signature





Date

