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NAVAL MEDICAL RESEARCH UNIT SAN ANTONIO
. TELEWORK AGREEMENT

The Ffollowing constitutes an agreement between:

Enployee:

Last Name, First Name, 4GS Serles and Grade
AND THE NAVAL MEDICAL RESEARCH UNIT SAN ANTONIO
on the terms and conditions of the Telework Program.

1. The emplovee volumnteers to participate in Telework and
adhere to the applicable guidelines and policies. The Command
concurs with employee participation and agrees to adhere te the
applicable guidelines and policies. By signing this form, the
employee agreeg to follow established procedures and adhere to
all conditiong stated bhelow.

2. The employeé's alternate worksite is:

3. The employee agrees to participate in Telework on every
[ Mon [T Tue L] wed 1 Thu 0 rri of every 0 Week

firom . through
YYYY /MMM/ DD YYYY/MMM/DD

4. The employee (where appropriate) will report to the office
on the following day{s) and/or as
requested by the superviscr,

5. The employee’s timekeeper will have a copy of the employee‘s
Telework schedule. The employee’s time and attendance will be
recorded as performing official dutlies at the official duty
atation.

6. Employees must obtain supervigory approval before taking
leave in accordance with establighed Command policy and
procedures,

7. 'The enmployee will continue Lo work in a pay status while
working at the alternate worksite. If the employee works
overtime that has been ordered and approved in advance, he/she
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will be compensated in accordance with applicable lawg, rules or
regulations. The emplcoyee understands that unapproved overtime
work ls prohibited and will not be compensated for overtime
claims. By signing this agreement, the employee agrees that
falling to obtain proper approval for overtime work may result
in hig/her removal from Telework or other appropriate action.

8. If the employee borrows government equipment, the employee
will protect it in accordance with the procedures established in
the Federal Information Resources Management Regulation (FIRMR) .
Government-ownad eguipment will be serviced and maintained by
the Government. If the employee provides his/her own eguipment,
the employee is responsible for servicing and maintaining it.

9. Provided the employee is given at least 24 hours advance
riotice, and management has reasonable cause to believe that
hazardous working conditions exist, an inspection by the
Government of the employee’s worksite may be conducted during
the employee’s normal working hours to ensure proper maintenance
of government-owned property and worksite conformance with
gafety standards.

10. The Government will not be liable for demages to an
employee‘s personal or real property during the course of
performance of official duties or while using government
equipment in the employee’s regidence, except to the extent the
Government is held liable by Federal Tort Claims Act claimg or
clalmg ari=ing under the Military Personnel and Civilian
Employvees Claim Act.

11. The Government will not be responsible for operating costs,
home maintenance or any other incidental cost whatsoever, (e.g.,
utilities), associated with the use of the employee’s residence.
By participsting in this program, the employee does not
relinquish any entitlement to reimbursement for authorized
expenses incurred while conducting business for the Government,
as provided for by statute and implementing regulations.

12. 'The Federal Employees’ Compensatlon Act is applicable if
the employee is injured in the ccurse of actually performing
official duties at the official duty station or the alternate
duty station during approved working hours.

13. The employee will meet with the supervisor to receive.
assignments and to review completed work as necessary or
appropriate.

NAMRUSA Form 12338/1 REV DATE {11-2010)
2 Enclogure {1)



NAVMEDRSCHUNITSAINST 12338.1

14. The employee will apply approved safeguards to protect
government/agency records from unauthorized digsclosure or damage
and will comply with the Privacy Act requirements set forth in
the Privacy Act of 1974, and agency confidentiality regulations.

15. The employee may terminate participation in Telework at any
time; however, employees may be expected to continue working at
home offices or telecommunicating centers for a reasonable
period to allow management time to arrange a work station.
Management has the right to remove the employee from Telework if
the employee’s performance declines or if the arrangement fails
to benefit organlzational needs; such removal must be
accomplished in accordance with established administrative
procedures.

Requester: :
Name Date

Supervisors Recommendation:

Approval /Digapproval /Comment s

Name Date:

Department Head Recommendation:

Approval /Digapproval /Comments :

Name Date:

Directors Recommendation:

Approval/Digapproval /Conments ;

Name Date:

NAMBUSA Form 12338/1 REV DATE {11-2010)
3 Enclogure (1)



Executive Officer’s Recommendation:

Approval/Disapproval /Comments
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Name Date:

Commanding Officer:

Approved/Disapproved/Comments:

Name Date:
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