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3e.      Office staffing levels do not permit telework.
The effective date of this Telework Agreement is: _____________  By signing this agreement, the employee and supervisor certify that required training has been completed. Sign by using your HSPD12 card.  If your card does not work or you do not have one, select the check boxes to sign electronically.
PART 2: Employee Initiated
Instruction:  This form shall be completed for a denied or terminated telework agreement.  If an employee requests termination, then a first level supervisor shall sign the document.  The first and second level supervisors shall sign the document if the supervisor initiates termination.  Only a first level supervisor signature is required if the employee is a direct report to a bureau/office director, Assistant Secretary or Deputy Assistant Secretary.  Do not deny a core telework request if the employee can telework situationally.  Do not deny a core or situational request if the employee can telework for COOP/emergencies.  After the form is completed and signed, the supervisor must ensure the employee is provided a copy.  Note:  This form contains information that is subject to the Privacy Act of 1974.  Supervisors must ensure that access is limited to authorized personnel and appropriate safeguards are in place to protect against unauthorized disclosures.  
PART 3: Supervisor Initiated
PART 4: Signatures 
PART 1: Employee Information
3a. Type of Action (select one)
3b. Basis for action (select all that apply)
 3g. Documented disciplinary action for (select all that apply)
(Skip to Part 4)
3d.      Performance below fully successful.
3g1.      Downloading pornography.
3g2.      Being AWOL for more than 5 days in a calendar year.
3g3.      Other.
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