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SUBJECT:
Eligibility and Official Notification for participation in USDA’s Telework Program

FROM:

[Insert Supervisor’s Full Name and Title]
TO:

[Insert Employee’s Full Name]

In accordance with Departmental Regulation, 4080-811-002, USDA Telework Program, the purpose of this memorandum is to provide you with a notification and determination of your [eligibility/ineligibility] to participate in USDA’s Telework Program.  To ensure a consistent, objective eligibility determination procedure, your [eligibility/ineligibility] has been determined based on the following USDA Telework Program policy criteria: 
I.  Position Eligibility
___ 1.   Your position is eligible for telework because it involves duties that may be performed remotely, do not depend on being at the official duty station worksite, and are conducive to supervisory oversight and monitoring at an alternative worksite.

___ 2.  Your position is not eligible for telework because:

___ a. Duties require your physical presence at the worksite on a daily basis.

___ b. Duties require your daily presence at the worksite for contact with the public or co-

workers.

___ c.  Duties require daily use of specialized equipment located only at the traditional 

worksite.

___ d.  Duties require daily handling of classified materials.

___ e.  Other (Please specify): __________________________________________________                                                                                                                    


II.  Employee Suitability
___ 1.  You are suitable for telework, because your anticipated and/or actual level of performance is Fully Successful or better; you have had no disciplinary or adverse action within the past 12 months nor are you currently subject to potential adverse action.

___ 2.  You are not suitable for telework because:

___ a. Your most recent performance rating or observed level of performance is less than Fully Successful.  
___ b. You received a formal disciplinary or adverse action or leave restriction within the past 12 months .  Informal disciplinary or adverse actions, no matter of the duration or whether included in the official OPF, cannot be a factor for determination of ineligibility. 
___ c.  You have received formal disciplinary or adverse action for viewing, downloading, or exchanging pornography, including child pornography, from a government computer or while performing official Federal Government duties. 

___ d.  You have been officially disciplined for being absent without permission (AWOL) for 5 days or more in any calendar year.

III. Apply for Telework
If you are eligible for telework, as indicated above, and you wish to telework, please work with your supervisor and complete form AD-3018, USDA Telework Agreement for submission. 
AD-3018 can be found from the OCIO website at:

http://www.ocio.usda.gov/forms/ocio_forms.html
IV.  Voluntary Declination to Participate in Telework 
If you are eligible for telework, as indicated above, and you voluntarily choose to decline participation in USDA’s Telework Program, please sign, date and certify the statement below:

__________________________________________________
___________________

Employee Signature of Voluntary Declination



Date Signed

I fully understand that I am found eligible to participate in USDA’s Telework Program. I acknowledge that I have been notified of my status and at this time, voluntarily decline to participate in telework.  
I understand that I may re-visit my decision to participate in the Telework Program at any time, provided that I meet the same eligibility and suitability requirements. 

