
AIR TELEWORK CHECKLIST 

Name of Employee: 

Unit: 

Completed/ 
Required Documentation to email as one PDF file to HRO:  Uploaded in packet 

1. Statement of Understanding

- Employee signature

- Supervisor signature

- Concur circled w/respective required signature

- CF/State IT Services (Not required – see #4 below)

- MDG signature (Not Required)

2. DD Form 2946 DoD Telework Agreement

- Supervisor signature

- Employee signature

3. Training Certificates

- Employee Training (6 Certs – 1-5 for each lesson & course completion)

- Manager Training (1 Cert – will also count toward employee training)

4. Government Equipment Release Form (AF 1297 Temporary Issue Receipt)

5. Current Annual Performance Plan

- T32/T5 employees – DD Form 2906, Civilian Performance Plan (from MyBiz)

- AGR employees – Respective ACA Form w/performance expectations

6. Performance Expectations While Teleworking

7. Fitness - Alternate Location Memo (If employee will be participating in PT)





Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.
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PREVIOUS EDITIONS ARE OBSOLETE 

PRIVACY ACT STATEMENT

AUTHORITY:  Title 10 United States Code (U.S.C.) 8013, Secretary of the Air Force and AFI 36-2406.

PURPOSE:  Used to document effectiveness/duty performance history.

ROUTINE USES:  May specifically be disclosed outside the DoD as a routine use pursuant to 5 U.S.C. 552a(b)(3). DoD Blanket Routine Uses apply.

DISCLOSURE:  Voluntary.  A copy of the ACA may be requested as directed per AFI 36-2406.

SORN(s): F036 AF PC A, Effectiveness/Performance Reporting Systems.

AIRMAN COMPREHENSIVE ASSESSMENT (ACA) WORKSHEET (AB thru TSgt)

I. PERSONAL INFORMATION 

NAME (Last, First, Middle Initial)

RANK 

UNIT 

II. TYPE OF ASSESSMENT

III. SELF-ASSESSMENT (To be completed by Ratee and forwarded to Rater)  Rating Scale: Y=Yes, understands; N=Need more information

1. Understands the importance of doing the right thing even when it is unpopular or difficult.

8. Understands the importance of applying situational awareness and sound judgment.

14. Understands the importance of upholding the proud heritage of the Air Force and the importance of displaying the professional characteristics of an Airman at all times (24/7).

13. Understands the importance of showing enthusiasm in being an Airman and inspiring others to reach their full potential.

12. Understands the importance of looking after fellow Airmen and their families (to include while fellow Airmen are deployed).

11. Understands the importance of respecting one’s self and others.

10. Understands the importance of leading by example.

AIR FORCE CULTURE:

9. Understands the importance of living within their means (finances, budgets, saves, spends responsibly, etc.).

7. Understands the importance of the Air Force Core Values/Standards and how others should be accountable.

ACCOUNTABILITY:

6. Understands the importance of providing support and welfare to their family and ensuring they are prepared for separations and/or reunions. (If applicable) 

5. Understands the importance of accomplishing tasks in a timely manner.

4. Understands the importance of refusing to partake in inappropriate behavior(s) despite social pressure.

3. Understands the importance of admitting shortcomings or mistakes.

2. Understands the importance of responsibility in the use of and care of equipment and assets.

RESPONSIBILITY:

SELF:

17. Understands the importance of striving to meet personal/professional goals. Review Section VII for discussion during feedback session.

16. Understands the importance of setting aside quality time to be with family and friends.

15. Understands the importance of setting aside time to assess self, to include personal and professional goals.

RATEE

IV. AIRMAN’S CRITICAL ROLE IN SUPPORT OF THE MISSION (To be completed by Rater):

IV. AIRMAN’S CRITICAL ROLE IN SUPPORT OF THE MISSION (To be completed by Rater):

V. INDIVIDUAL READINESS INDEX (Completed by Rater after talking to Unit Deployment Manager)

R=RED (UNSAT/NOT CURRENTLY DEPLOYABLE), G=GREEN (HIGHLY SAT/CURRENTLY DEPLOYABLE)

AEF Indicator

VI. PERFORMANCE: LEADERSHIP/PRIMARY DUTIES/FOLLOWERSHIP/TRAINING (To be completed by Rater) - Information may be used on next EPR (Using AFI 36-2618, The Enlisted Force Structure, as the standard of expected performance commensurate with the Airman’s rank, to what degree did the Airman comply with performance expectations.)

1. Task Knowledge/Proficiency: Consider the quality, quantity, results, and impact of the Airman’s knowledge and ability to accomplish tasks

2. Initiative/Motivation: Describes the degree of willingness to execute duties, motivate team members, and develop innovative new processes

3. Skill Level Upgrade Training: Consider skill level awarding course, CDC timeliness and/or completion, course exam results, and completion of core task training

4. Duty Position Requirements, qualifications, and certifications: Consider duty position qualifications, career field certifications (if applicable), and readiness requirements

5. Training of Others: Consider the Airman's effort and impact made by training others

Demonstrated insufficient ability; required re-accomplishment of tasks; requires more guidance/experience

Demonstrated acceptable ability and consistently produced good quality, quantity, results, and impact

Routinely delivered high-quality work; met established suspenses; exceeded performance expectations associated with current grade

Knowledge and skills impact far beyond those of peers; efforts directly elevated unit’s impact on mission success

 Inspired work ethic, aggressively sought to improve others’ motivation, drove innovative environments

Self-starter on task completion, proactively assisted team members, routinely sought out new ways to execute mission

Displayed good effort in performance of assigned tasks; mindful of others’ needs and developed new processes

Displayed little to no effort in accomplishing duties, lacked motivation and did not display initiative

Completed CDCs and core task training requirements far ahead of schedule and obtained excellent course exam score

Completed CDCs and core task training requirements far ahead of schedule and obtained excellent course exam score

Progressed in or obtained skill level ahead of time and above standard

Progressed in or obtained skill level within prescribed time and standard

Did not complete or took excessive time to obtain required training

Did not complete or took excessive time to obtain required skill level

Progressed in or obtained training within prescribed time and standard

Progressed in or obtained training ahead of time and above standard

Completed training requirements far ahead of schedule and if tested obtained excellent scores

Peerless trainer; selflessly imparts expertise to subordinates, peers and superiors with significant impact on mission

Consistently seized opportunities to train subordinates and peers; trainees became highly skilled

Effectively imparts skills and knowledge to others

When tasked to train, Airman made minimal to no effort to train others; did not meet expectations

N/A (Airman possessed required skill level/training)

6. COMMENTS

IV. AIRMAN’S CRITICAL ROLE IN SUPPORT OF THE MISSION (To be completed by Rater):

N/A (Airman possessed training commensurate with grade prior to reporting period)

N/A (No valid opportunity for Airman to train)

INITIAL

FOLLOW-UP

RATER DIRECTED

RATEE REQUESTED

MID-TERM

Prescribed By: AFI36-2406 
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PREVIOUS EDITIONS ARE OBSOLETE 

1. Resource Utilization (e.g., time management, equipment, manpower and budget): Consider how effectively the Airman utilizes resources to accomplish the mission

Sought after utilization expert in saving time, equipment, manpower, and budget with impact outside of work center or unit

Sought better ways to more effectively utilize time and other resources

Made good use of available time and other resources within Airman’s control

Improperly or inconsistently managed time and other resources

Is the model Airman, raised the standard in all areas for others to emulate; coached others

Met all/surpassed some standards of fitness, conduct, appearance and behavior; influenced others by example

Consistently met all standards

Failed to meet some or all standards

2. Comply with/Enforce Standards: Consider personal adherence and enforcement of fitness standards, dress and personal appearance, customs and courtesies, and professional conduct

Remarkable communicator; mentor and teacher; has the presence and confidence in any setting; sought out by leaders for various communication forums

Clearly conveyed complex information in a concise manner; improved communication skills in themselves and others; encouraged and considered others’ input

Able to convey most information in an understandable manner; makes some effort to improve communication skills

Not articulate; does not assimilate or convey information in a clear

and concise manner

3. Communication Skills: Describes how well the Airman receives and relays information, thoughts, and ideas up and down the chain of command (includes listening, reading, speaking, and writing skills); fosters an environment for open dialogue

5. COMMENTS

1. Air Force Core Values: Consider how well the Airman adopts, internalizes and demonstrates our Air Force Core Values of Integrity First, Service Before Self, and Excellence in All We Do

Airman for others to emulate; personal conduct exudes Air Force Core Values; influential leader who inspired others to embody Core Values 

Embodiment of Integrity, Service Before Self, and Excellence; encouraged others to uphold Air Force Core Values

Consistently demonstrated the Air Force Core Values, both on and off duty

Airman failed to adhere to the Air Force Core Values

Relentlessly pursued personal and professional development of themselves and others; efforts resulted in significant positive impact to unit and/or Air Force

Driven Airman; exceeded both professional and personal development goals with positive impact on individual performance or mission accomplishment

Established goals and progressed to meet those goals for professional and/or personal development

Made little to no effort to pursue personal or professional development

2. Personal and Professional Development: Consider the amount of effort the Airman devoted to improve themselves and their work center/unit through education and involvement

Epitomizes an Air Force ambassador; Airman consistently and selflessly led efforts that inspired esprit de corps with significant impact to the mission and/or community

Active participant; organized and occasionally led team building and/or community events to foster esprit de corps

Fostered esprit de corps through involvement in base and/or community events

Made little to no effort to promote esprit de corps or act as an Air Force ambassador

3. Esprit de corps and community relations: Consider how well Airman promotes camaraderie, embraces esprit de corps, and acts as an Air Force ambassador

4. COMMENTS

IX. KNOWING YOUR AIRMAN (To be discussed by Ratee and Rater during feedback session)

VIII. WHOLE AIRMAN CONCEPT

1. How do you think you are performing in the unit? How can your unit help you perform better?

6. Would you like to offer any suggestions/feedback? (e.g., unit improvements, safety, productivity enhancements, existing programs, living conditions)

2. What are some of your goals for self-improvement? (Goals should be SMART – Specific, Measurable, Attainable, Realistic, and Time-bound).

2a. Do you have personal (family, financial, fitness, etc.) goals?  Would you like to discuss?

2b. What are your professional (assignments, academic, professional, etc.) goals (i.e., CCAF, BA, SNCOA completion, special duties, etc.)?

3. Do you have stressors in your life? If so, what are your goals for reducing them? How can we help?

4. Do you have Wingmen? Do you have at least one mentor?

5. How would you rate yourself as a Wingman and a mentor? Can you provide some specific examples?

7. Expectations for unit and Ratee (Areas for improvement, strengths and weaknesses; recommendations for improvement).

NOTE: This information is used to enhance open communication; the rater will not utilize or document any areas discussed in Section III or IX when preparing evaluations (Ref: AFI 36-2406).

RATEE SIGNATURE

RATER SIGNATURE

DATE

VII. FOLLOWERSHIP/LEADERSHIP

4. Caring,Respectful, and Dignified Environment (Teamwork): Rate how well the Airman selflessly considers others, values diversity, and sets the stage for an environment of dignity and respect; to include promoting a healthy organizational climate

Airman displayed little to no respect for others and/or themselves

Fostered a dignified environment by consistently treating Airmen and themselves with respect 

Displayed strong interpersonal skills by proactively meeting others’ needs, held others accountable for professional conduct to enhance a dignified environment

Unmatched interpersonal skills; always displayed exemplary conduct and behavior with actions that are tone-setting, resulting in measurable increases in teamwork and unit effectiveness

Page 2 of 3
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CONTINUATION
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Airman Comprehensive Assessment (ACA) Worksheet (AB thru TSgt)

AF Form 931

20170728

20170728

Last, First M

124 FSS

- PSM Manager; directly responsible for QA function of all data systems utilized within Manpower and Personnel; other assigned duties- Lead trainer/supervisor/NCOIC; implements skill level tasks for Personnelists/verifies training; direct supervisor for 4 subordinate airmen

-Provides training/mgmt for Personnelists; delegates/mentors/empowers to increase subordinate's expertise; promotes positive cust. relations-Ensure Personnelists complete skill level tasks/OJT; develop clear expectations & standards/transparent communication/consistent feedback

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

1

17

- Maintain SA on task/time mgmt for all Personnelists/assist w/prioritization as needed; be proactive as possible (be reactive as necessary)- Promote positive work relations; ID LIMFACs/develop COAs; effect mission accomplishment; comm. issues at lowest level for resolution

- Ensure consistent engagement w/subordinates; inspire junior enlisted to complete CDC/PME and add'tl courses; support award/recognition- Effectively improve/develop processes; support training/readiness requirements; embody AF Core Values; reinforce 4 Pillars of CAF

1) My expectations for you:      a) Knowledge share w/all Personnelists (a.m. training/assist w/building continuity)     b) Support the concept for Personnel: one team/one fight (break down the wall) - every Personnelist knowledgeable/able to step in/fill in              c) Develop standards/clear expectations for those you supervise - continual feedback     d) Promote an environment of positivity/professionalism/respect...be ambitious for the success of our team!     e) Delegate/empower/teach/mentor - knowledge shared empowers all; no single point failures2) Your expectations of me:     a) Support through this transition     b) Honest feedback3) Your goals (1, 3, 5 years):     a)  1 year - Personnelist team trained/up and running at full capacity     b)  3 year - PME completed/opportunity for Superintendent/SMSgt position     c)  5 year - Master's degree completed/opportunity for a CMSgt position4) 1-3 challenges within Personnel Flight:     a)  Rebuilding the training gap.     b)  FSS transition to GS-09 technicians being fully competent/capable5)  1-3 ways you can contribute toward positively meeting those challenges identified:     a) Accountability of self/others     b) Foster servant leadership/pivoting as needed to not be stuck in the weedsResources identified as needed to support:1.  Time for training junior Personnelists2.  Support/guidance in navigating this new leadership role/position3.  Assistance with removing "roadblocks" to success

		Name: 

		Rank: 

		Unit: 

		Rating_Scale1: 1

		Rating_Scale5: 1

		Rating_Scale4: 1

		Rating_Scale3: 1

		Rating_Scale2: 1

		Rating_Scale13: 1

		Rating_Scale12: 1

		Rating_Scale11: 1

		Rating_Scale10: 1

		Rating_Scale9: 1

		Rating_Scale8: 1

		Rating_Scale7: 1

		Rating_Scale14: 1

		Rating_Scale17: 1

		Rating_Scale16: 1

		Rating_Scale15: 1

		Airmans_Critical_Role1: 

		Readiness_Index: G

		AF_Indicator: 

		Rating_Scale6: 1

		Performance_1a: 0

		Performance_1b: 0

		Performance_1c: 0

		Performance_1d: 0

		Performance_2d: 0

		Performance_2c: 0

		Performance_2b: 0

		Performance_2a: 0

		Performance_3d: 0

		Performance_3c: 0

		Performance_3b: 0

		Performance_3a: 0

		Performance_4d: 0

		Performance_4c: 0

		Performance_4b: 0

		Performance_4a: 0

		Performance_5d: 0

		Performance_5c: 0

		Performance_5b: 0

		Performance_5a: 0

		Airman_Required_Skill: 0

		Comments_Item6: 

		Airman_Possessed_Training: 0

		Airman_Possessed_Required: 0

		Initial: 1

		Follow_Up: 0

		Rater_Directed: 0

		Ratee_Requested: 0

		Mid_Term: 0

		SetValue1: 

		SetValue2: 

		SetValue3: 

		SetValue4: 

		SetValue5: 

		SetValue6: 

		SetValue7: 

		SetValue8: 

		SetValue9: 

		SetValue10: 

		SetValue11: 

		SetValue12: 

		SetValue13: 

		SetValue14: 

		SetValue15: 

		SetValue16: 

		SetValue17: 

		Total_SetValue: 

		Performance_6d: 0

		Performance_6c: 0

		Performance_6b: 0

		Performance_6a: 0

		Performance_7d: 0

		Performance_7c: 0

		Performance_7b: 0

		Performance_7a: 0

		Performance_8d: 0

		Performance_8c: 0

		Performance_8b: 0

		Performance_8a: 0

		Comments_Item5: 

		Performance_9d: 0

		Performance_9c: 0

		Performance_9b: 0

		Performance_9a: 0

		Performance_10d: 0

		Performance_10c: 0

		Performance_10b: 0

		Performance_10a: 0

		Performance_11d: 0

		Performance_11c: 0

		Performance_11b: 0

		Performance_11a: 0

		Comments_Item4: 

		Item_VIII_No1: 

		Item_VIII_No6: 

		Item_VIII_No2: 

		Item_VIII_No2a: 

		Item_VIII_No2b: 

		Item_VIII_No3: 

		Item_VIII_No4: 

		Item_VIII_No5: 

		Item_VIII_No7: 

		Ratee_Signature: 

		Rater_Signature: 

		Date: 

		Performance_12d: 0

		Performance_12c: 0

		Performance_12b: 0

		Performance_12a: 0

		continue: 
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DD FORM 2906, MAR 2016 Page 1 of 5 Pages


DEPARTMENT OF DEFENSE   
CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL


EMPLOYEE NAME:
(Last, First, Middle Initial)


APPRAISAL
YEAR (YYYY): 


EMPLOYEE NAME: APPRAISAL YEAR:


DoD ID
NUMBER:


AUTHORITY: 5 U.S.C. 43, Performance Appraisal; 5 CFR 430.205, Agency Performance Appraisals; 10 U.S.C. 136, Under Secretary of Defense for 
Personnel and Readiness; and DoDI 1400.25, Volume 431, DoD Civilian Personnel Management System: Performance Management and Appraisal 
Program; and DoDI 1400.25, Volume 1100, Civilian Human Resources Management Information Technology Portfolio.
PRINCIPAL PURPOSE(S): To document performance elements, associated performance standards, progress review(s) and ratings of record.
ROUTINE USE(S): Applicable Blanket Routine Use(s) are: Law Enforcement Routine Use, Disclosure When Requesting Information Routine Use, Disclosure of 
Requested Information Routine Use, Congressional Inquiries Routine Use, Disclosure to the Office of Personnel Management Routine Use, Disclosure to the 
Department of Justice for Litigation Routine Use, Disclosure of Information to the National Archives and Records Administration Routine Use, Disclosure to the 
Merit Systems Protection Board Routine Use, and Data Breach Remediation Purposes Routine Use. The DoD Blanket Routine Uses set forth at the beginning of 
the Office of the Secretary of Defense (OSD) compilation of systems of records notices may apply to this system. The complete list of DoD Blanket Routine Uses 
can be found online at:
http://dpcld.defense.gov/Privacy/SORNsIndex/BlanketRoutineUses.aspx.
The applicable system of records notice is DPR 34 DoD, Defense Civilian Personnel Data System, located at:
http://dpcld.defense.gov/Privacy/SORNsIndex/DODwideSORNArticleView/tabid/6797/Article/570697/dpr-34-dod.aspx.


DISCLOSURE: Voluntary; however, if you are unable or unwilling to complete the administrative portion, your supervisor will complete it to ensure 
performance review is linked to individual performance, recognition, and awards.


INSTRUCTIONS FOR COMPLETING THE CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL
Cover Sheet (Page 1): Enter the employee's full name, DoD ID number, and the current appraisal year. (Completed by employee or Rating Official/
Supervisor.)
PART A - Administrative Data. (Completed by employee and/or Rating Official/Supervisor.)
1. Appraisal Period: a. Enter the rating start date of the appraisal cycle. b. Enter the end date of the appraisal cycle. c. Enter the Effective Date of the


Rating of Record. NOTE: The DoD Performance Management and Appraisal Program cycle is April 1 - March 31 with effective date June 1.
The minimum evaluation period is 90 calendar days.


2. Employee Name: Enter the name of the employee (last, first, middle initial).
3. DoD ID Number: Number found on the back of Common Access Card (NOTE: Do not enter SSN).
4. Position Title and Position Description Number: Enter the official position title and official position description number found in block 15 of SF-50.
5. Pay Plan/Occupational Code/Grade/Step: Enter the employee's pay plan, occupational code (series), grade, and step as of the date the performance plan


is established. May be found in blocks 16, 17, 18 and 19 of SF-50.
6. Organization: Enter the name of the employee's organization.
7. Duty Station: Enter the duty station found in block 39 of SF-50.


PART B - Acknowledgement of Performance Discussions. (Completed by employee, Rating Official/Supervisor and Higher Level Reviewer in accordance 
with DoDI 1400.25 Volume 431 and local policy.)
Enter full name, signature and date of acknowledgement by employee, rating official/supervisor and higher level reviewer as appropriate to document the 
communication of performance plan(s), progress review(s), modification(s) and rating(s) of record. If modification(s) to the performance elements and 
standards are required, enter date modification occurred.
PART C – DoD Core Values and Organizational Goals. (Completed by Rating Official/Supervisor and discussed with employee.)
DoD Core Values of Leadership, Professionalism, and Technical Knowledge. DoD Core Values and Component/Organization goals and mission statements will 
be discussed with employees and annotated on all performance plans in accordance with DoDI 1400.25, Volume 431.
PART D - Performance Element and Standards. (Completed by the employee and Rating Official/Supervisor.) 
NOTE: Use the "Duplicate" button at the top of the page to duplicate this page for each element developed.
1. Total Number of Elements. Enter the total number of elements.
2. Element Number. Enter the corresponding number to the element against which the employee is being evaluated.
3. Element Title. Enter the title of the element.
4. Effective Date. Enter date the element was approved (whether initial establishment or newly modified - whichever is more recent).
5. Element and Standard(s). Write elements and associated standards that are clearly aligned with the organization’s mission.
6. Employee Input (optional). Employees are encouraged to provide a written account of their accomplishments related to each element and associated


standards provided in their performance plan. For example, the employee may describe how their contributions enabled mission accomplishment.
7. Performance Element Narrative. Supervisors are required to justify performance element ratings of "Outstanding" or "Unacceptable" with a narrative.


A narrative is highly encouraged for "Fully Successful" element ratings. The performance narrative must address the employee's performance against the
specific element. Employees are not given a performance narrative or performance elements ratings on progress reviews in accordance with DoDI 1400.25,
Volume 431.


8. Element Rating. Mark (X) a rating for each element (5, 3, 1, or NR (Not Rated)).
NOTE: Review employee position descriptions to ensure they are relevant.
PART E – Performance Rating Summary. (Completed by Rating Official/Supervisor.) See below for column usage.
Element Number - From Part D block 2., number of the element(s) for which the employee is being evaluated (10 elements maximum).
Element Title - Enter title of element (refer to Part D block 3).
Element Rating - Enter the rating for the element (5, 3, or 1) (refer to Part D block 8).
Summary Rating: Summary Rating is obtained by adding the values in the Element Rating column and dividing by the number of rated elements (round to
the nearest tenth). Enter the result in Block A1.
Rating of Record: Use the Summary Rating in block A1 to determine the Rating of Record in Block A2. Compare the A1 value to the Summary Level Chart
to obtain the Rating of Record.
NOTE: When a rating on any element is "1" - Unacceptable, the overall Rating of Record shall be "1" - Unacceptable, regardless of the Summary Rating.
Higher Level Review is required in accordance with DoDI 1400.25, Volume 431.
Continuation Sheet. If additional space is needed for general information, progress reviews, or responses, use this page and duplicate as needed. Each
continuation sheet and item being continued must be numbered.


PREVIOUS EDITION IS OBSOLETE
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DEPARTMENT OF DEFENSE
CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL


PART A – ADMINISTRATIVE DATA
(To be completed by Employee or Rating Official/Supervisor)


DD FORM 2906, MAR 2016


2. EMPLOYEE NAME (Last, First, Middle Initial) 3. DoD ID NUMBER


4. POSITION TITLE AND POSITION DESCRIPTION NUMBER 5. PAY PLAN/OCCUPATIONAL CODE/GRADE/STEP


6. ORGANIZATION 7. DUTY STATION


PERFORMANCE PLAN/ 
VALUES DISCUSSION        


PROGRESS
REVIEW 


 MODIFICATIONS
(If applicable)


RATING OF
RECORD


EMPLOYEE:
        Signature:


Date (YYYYMMDD)


RATING OFFICIAL/
SUPERVISOR:


     Printed Name:


Signature:


Date: (YYYYMMDD)


Communication 
Method 
(face-to-face, 
telephone, other)


HIGHER LEVEL
REVIEWER:


      Printed Name:


Signature:


Date: (YYYYMMDD)


MODIFICATION(S) TO PERFORMANCE ELEMENTS AND STANDARDS (If applicable): (Limited to 2,000 characters)


1. APPRAISAL
PERIOD


b. END DATE (YYYMMDD) c. RATING OF RECORD EFFECTIVE DATE (YYYYMMDD)


Page 2 of 5 Pages


a. START DATE (YYYYMMDD)


PART B – ACKNOWLEDGEMENT OF PERFORMANCE DISCUSSION         
(Completed by Employee, Rating Official/Supervisor, and Higher Level Reviewer (Manager) in accordance with DoDI 1400.25, Volume 431)


PREVIOUS EDITION IS OBSOLETE


Face-to-face Telephone


Other: Other:


Face-to-face Telephone Face-to-face Telephone


Other:


Face-to-face Telephone


Other:
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5. ELEMENT AND STANDARD(S) (Limited to 1,500 Characters)


DD FORM 2906, MAR 2016 Page 3 of 5 PagesCopy __ of __


7. PERFORMANCE ELEMENT NARRATIVE (Completed by Rating Official - limited to 2,000 characters)


APPRAISAL
YEAR (YYYY):


EMPLOYEE NAME: 
(Last, First, Middle Initial)


DEPARTMENT OF DEFENSE
CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW(S), AND APPRAISAL


DoD ID
NUMBER:


PART C - DoD CORE VALUES and ORGANIZATIONAL GOALS (Completed by Rating Official/Supervisor and discussed with employee.) 
DoD Core Values of Leadership, Professionalism, and Technical Knowledge


DoD Core Values and Component/Organization goals and mission statements will be discussed with the employee and annotated on all performance plans in 
accordance with DoDI 1400.25, Volume 431. (Limited to 1,000 characters)


PART D - PERFORMANCE ELEMENT AND STANDARDS (Completed by the employee and Rating Official/Supervisor.)


1. TOTAL NUMBER
OF ELEMENTS
(Max. 10 elements)


2. ELEMENT NUMBER 3. ELEMENT TITLE 4. EFFECTIVE DATE
(YYYYMMDD)


6. EMPLOYEE INPUT (Optional) (Completed by Employee - Limited to 2,000 characters)


8. ELEMENT RATING (X one):
5 - OUTSTANDING 
(Requires justification)


3 - FULLY SUCCESSFUL 1 - UNACCEPTABLE
(Requires justification)


NR - NOT RATED


PREVIOUS EDITION IS OBSOLETE


7 1 HR Benefits - Lead 20200508


TASK: Identify training needs and Facilitate training for the benefits section. Provide updates and training on changes in 
employee benefit information to include FEHB, FEGLI, Retirements, TSP, USERRA, and OWCP. Provide day-to-day operational guidance. 
STANDARD: Gather, organize, and manage information and store information in an accessible manner. Work with individuals within and 
outside the agency to provide information and assistance, resolve problems. Model appropriate behavior by treating customers, 
colleagues and external stakeholders with respect, courtesy and politeness. Relate to people with various backgrounds and 
situations. 
Foster productive and cooperative working relationships by showing understanding, courtesy, tact and politeness to others. Work 
continuously to evaluate and improve assigned programs from a programmatic and cost-effective perspective. Achieve or demonstrate 
progress in improving program and work practices, including reducing the complexity of processes whenever possible.
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5. ELEMENT AND STANDARD(S) (Limited to 1,500 Characters)


DD FORM 2906, MAR 2016 Page 3 of 5 PagesCopy __ of __


7. PERFORMANCE ELEMENT NARRATIVE (Completed by Rating Official - limited to 2,000 characters)


APPRAISAL
YEAR (YYYY):


EMPLOYEE NAME: 
(Last, First, Middle Initial)


DEPARTMENT OF DEFENSE
CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW(S), AND APPRAISAL


DoD ID
NUMBER:


PART C - DoD CORE VALUES and ORGANIZATIONAL GOALS (Completed by Rating Official/Supervisor and discussed with employee.) 
DoD Core Values of Leadership, Professionalism, and Technical Knowledge


DoD Core Values and Component/Organization goals and mission statements will be discussed with the employee and annotated on all performance plans in 
accordance with DoDI 1400.25, Volume 431. (Limited to 1,000 characters)


PART D - PERFORMANCE ELEMENT AND STANDARDS (Completed by the employee and Rating Official/Supervisor.)


1. TOTAL NUMBER
OF ELEMENTS
(Max. 10 elements)


2. ELEMENT NUMBER 3. ELEMENT TITLE 4. EFFECTIVE DATE
(YYYYMMDD)


6. EMPLOYEE INPUT (Optional) (Completed by Employee - Limited to 2,000 characters)


8. ELEMENT RATING (X one):
5 - OUTSTANDING 
(Requires justification)


3 - FULLY SUCCESSFUL 1 - UNACCEPTABLE
(Requires justification)


NR - NOT RATED


PREVIOUS EDITION IS OBSOLETE


7 2 Customer Service 20200508


TASK: Provide timely and reliable technical advice and assistance to internal and external customers on Employee Benefit issues. 
STANDARD: Advice is based upon good knowledge and proper application of Federal regulations, precedent cases, and relationships 
among interested parties. Respond to requests within 2 days of inquiry or estimated completion date if applicable. Be in contact 
with customers regarding updates as to where we are in the process of their request or task we are working for them. Provide 
timelines for estimated completion. Customer service is timely and reliable with not more than 3-4 exceptions per appraisal cycle.
Feedback from customers indicate that they are generally satisfied with responses, proposed solutions and suggestions, or 
responses are understandable.
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PART C - DoD CORE VALUES and ORGANIZATIONAL GOALS (Completed by Rating Official/Supervisor and discussed with employee.) 
DoD Core Values of Leadership, Professionalism, and Technical Knowledge


DoD Core Values and Component/Organization goals and mission statements will be discussed with the employee and annotated on all performance plans in 
accordance with DoDI 1400.25, Volume 431. (Limited to 1,000 characters)


PART D - PERFORMANCE ELEMENT AND STANDARDS (Completed by the employee and Rating Official/Supervisor.)


1. TOTAL NUMBER
OF ELEMENTS
(Max. 10 elements)


2. ELEMENT NUMBER 3. ELEMENT TITLE 4. EFFECTIVE DATE
(YYYYMMDD)


6. EMPLOYEE INPUT (Optional) (Completed by Employee - Limited to 2,000 characters)


8. ELEMENT RATING (X one):
5 - OUTSTANDING 
(Requires justification)


3 - FULLY SUCCESSFUL 1 - UNACCEPTABLE
(Requires justification)


NR - NOT RATED


PREVIOUS EDITION IS OBSOLETE


7 3 Teamwork 20200508


TASK: Contribute to the services and HRO team by supporting co-workers to meet HRO mission requirements. Keeps supervisors and HR 
Services team informed regarding sensitive issues or controversial issues and offers well thought-out recommendations to prevent 
and/or respond to developing problems. Be willing to assist the Benefits Specialists in processing RPAs when needed to accomplish 
the mission.
STANDARD: Regularly cooperate with coworkers, customers, and other stakeholders in meeting commitments and accomplishing assigned 
work on time with 1-3 exceptions per appraisal cycle.
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PART C - DoD CORE VALUES and ORGANIZATIONAL GOALS (Completed by Rating Official/Supervisor and discussed with employee.) 
DoD Core Values of Leadership, Professionalism, and Technical Knowledge


DoD Core Values and Component/Organization goals and mission statements will be discussed with the employee and annotated on all performance plans in 
accordance with DoDI 1400.25, Volume 431. (Limited to 1,000 characters)


PART D - PERFORMANCE ELEMENT AND STANDARDS (Completed by the employee and Rating Official/Supervisor.)


1. TOTAL NUMBER
OF ELEMENTS
(Max. 10 elements)


2. ELEMENT NUMBER 3. ELEMENT TITLE 4. EFFECTIVE DATE
(YYYYMMDD)


6. EMPLOYEE INPUT (Optional) (Completed by Employee - Limited to 2,000 characters)


8. ELEMENT RATING (X one):
5 - OUTSTANDING 
(Requires justification)


3 - FULLY SUCCESSFUL 1 - UNACCEPTABLE
(Requires justification)


NR - NOT RATED


PREVIOUS EDITION IS OBSOLETE


7 4 OWCP - Primary 20200508


TASK: Manage the IDNG Office of Workers' Compensation Program (OWCP) as the Injury Compensation Program Administrator (ICPA).
STANDARD: Coordinate with employees and supervisors to ensure that all OWCP claims are filed within 10 days IAW DOL regulations. 
Proactively work OWCP issues pertaining to determining eligibility, coding errors, non-payment of submitted claims for medical 
services with applicable employee and supervisory leadership chain and the respective Occupational Health Nurse. Resolve complex 
OWCP issues through the regional NGB OWCP Liaison and District 14 claims examiners. Administer and manage the annual FECA Council 
Meeting. Conduct OWCP training as necessary with federal employee supervisors. Ensure all applicable training documents and 
supervisor tool aids are current and available on the HRO website. Demonstrate proficiency with all applicable OWCP computer 
systems [ECOMP, DIUCS, AQS, ACS].
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DoD Core Values and Component/Organization goals and mission statements will be discussed with the employee and annotated on all performance plans in 
accordance with DoDI 1400.25, Volume 431. (Limited to 1,000 characters)


PART D - PERFORMANCE ELEMENT AND STANDARDS (Completed by the employee and Rating Official/Supervisor.)


1. TOTAL NUMBER
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2. ELEMENT NUMBER 3. ELEMENT TITLE 4. EFFECTIVE DATE
(YYYYMMDD)


6. EMPLOYEE INPUT (Optional) (Completed by Employee - Limited to 2,000 characters)


8. ELEMENT RATING (X one):
5 - OUTSTANDING 
(Requires justification)


3 - FULLY SUCCESSFUL 1 - UNACCEPTABLE
(Requires justification)


NR - NOT RATED


PREVIOUS EDITION IS OBSOLETE


7 5 Federal Employee Retirement Administrator 20200508


TASK: Responsible for the overall administration of the retirement program. Provide oversight and guidance on assigned retirement 
responsibilities to Benefit Specialists. 
STANDARD:
1) Prepare, schedule, and present federal retirement briefings/training for the IDNG biannually.
2) Ensure all IDNG federal employees who are within one year of retirement are provided with timely information and assistance
planning their retirement to ensure the retirement counseling sessions are accomplished with adequate time to mail the application
packets at least 1 month prior to the employee's separation date.
3) Assist employee with completing their retirement application packets and mail to ABC with minimal errors to the specific
retirement forms and minimal errors for completeness or additional items left out ---- goal is 90% completeness and accuracy upon
the packet being reviewed by ABC.
4) Post the RPA SF52 NOA actions timely and accurately with all required remarks.
5) Ensure that the DCPDS processing guide is current and provided to all services/benefits employees.
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8. ELEMENT RATING (X one):
5 - OUTSTANDING 
(Requires justification)


3 - FULLY SUCCESSFUL 1 - UNACCEPTABLE
(Requires justification)


NR - NOT RATED


PREVIOUS EDITION IS OBSOLETE


7 6 HR Policy 20200508


TASK: Work with SHRS-LRS and HRO leadership to research, evaluate and interpret HR policies and procedures to provide effective 
advice to our customers (internal and external). Work with applicable HRO employees to update or develop new policy as needed. 
This year, the focus is on the Leave, Incentive Awards, Performance Management, and Mass Transit policies.
STANDARD: Takes initiative to draft/update written policy/guidance. Completes extensive research to complete products. Develops 
applicable, understandable models and examples. Synthesizes complex issues and condenses and explains them so they are 
understandable to a general audience. Product content fits the HR policy into the big picture of management, links HR policy to 
organizational goals, and/or highlights the links of HR policy with other management functions. When feasible, work to align the 
federal guidance with the State guidance. Coordinates review/staffing of policies to include necessary input from all stakeholders 
(i.e., JAG, CoS, DoS, State HR, etc.). Revisions are completed, returned, and published within the agreed-upon period.
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(Requires justification)


3 - FULLY SUCCESSFUL 1 - UNACCEPTABLE
(Requires justification)


NR - NOT RATED


PREVIOUS EDITION IS OBSOLETE


7 7 Safety and EEO 20200508


TASK: Comply with keeping a safe and respectful work environment.
STANDARD: Follow safe lifting steps, pay attention to where you are walking at all times, properly store materials in your work 
area and never carry objects that prevent you from seeing in front of you. Store heavy objects on lower shelves. Arrange your 
workstation to fit you. If you notice something that is unsafe in the work environment, fix it immediately and when you can't, 
notify those around so they can be aware and take necessary precaution and/or process to make the workplace safe. Keep PII 
information properly stored and secure.
As per prevailing TPR and EEO laws and regulations, display courteous and respectful workplace behaviors with co-workers and team 
leadership to ensure there is a work environment free from coercion, discrimination, and retaliation.
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PART E - PERFORMANCE RATING SUMMARY
(Completed by Rating Official/Supervisor - copy Part D blocks 2, 3, and 8.)


DD FORM 2906, MAR 2016


b.
ELEMENT
TITLE 


  c.
ELEMENT RATING


(5, 3, or 1)
(X box if Not Rated)


a.
ELEMENT
NUMBER


      7


      9


      10


Page 4 of 5 Pages


A
APPRAISAL
YEAR (YYYY):


EMPLOYEE NAME:
(Last, First, Middle Initial)


DEPARTMENT OF DEFENSE
CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW(S), AND APPRAISAL


DoD ID
NUMBER:


1


2


3


4


5


6


8


SUMMARY RATING: Obtain by adding the values in the Performance Element Rating column and dividing by the number of
rated elements (round to the nearest tenth). Enter result in block A1.


RATING OF RECORD: Obtain by using the Summary Rating against the chart below to determine Summary Level.


A1


A2


SUMMARY LEVEL CHART


Range              Summary Level Rating of Record Summary Level Rating Criteria


4.3 - 5.0            Outstanding  5  The summary rating of all element ratings of 4.3 or greater results in a rating
    of record of "5" - Outstanding, with no element rated "1" - Unacceptable.


3.0 - 4.2   Fully Successful 3   The summary rating of all element ratings of between 4.2 and 3.0 results in a
   rating of record of "3" - Fully Successful, with no element rated "1" -
   Unacceptable.


2.9 or lower       Unacceptable  1       Any element rated as "1" - Unacceptable.


When a rating on any element is "1" - Unacceptable, the overall Rating of Record shall be "1" - Unacceptable, regardless of the Summary
Rating. 


Provide a copy of all pages to employee. Supervisor retains original copy of all pages for records.


PREVIOUS EDITION IS OBSOLETE


NR


NR


NR


NR


NR


NR


NR


NR


NR


NR


HR Benefits - Lead


Customer Service


Teamwork


OWCP - Primary


Federal Employee Retirement Administrator


HR Policy


Safety and EEO
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DEPARTMENT OF DEFENSE
CIVILIAN PERFORMANCE PLAN, PROGRESS REVIEW AND APPRAISAL


EMPLOYEE NAME:
(Last, First, Middle Initial)


DoD ID
NUMBER:


APPRAISAL
YEAR (YYYY):


 CONTINUATION SHEET #
(If additional space is needed for general information, progress reviews, or responses, use this page and duplicate as needed.


Each continuation sheet and item being continued must be numbered.)
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PREVIOUS EDITION WILL BE USED. TEMPORARY ISSUE RECEIPTAF IMT 1297, 19870701, V4


------------------------------------------------------------------------------------------------------------------------------------------------------


I acknowledge receipt of and responsibility IAW AFI 23-111 for the items described below and will return them by the return date indicated.


ISSUED TO: SIGNATURE DUTY PHONE ISSUED BY


ISSUED TO: NAME, GRADE, ORGN (Type or print) ORGN ACCT NO. DATE OF ISSUE RETURN DATE


STOCK NUMBER DESCRIPTION OF ITEM U/I QNTY


PREVIOUS EDITION WILL BE USED. TEMPORARY ISSUE RECEIPTAF IMT 1297, 19870701, V4


208-422-3349


ASHLEE MICKELSEN 20200915 20200918


B2KB8M2 DELL OPTIPLEX 5050 1


208-422-3349


ASHLEE MICKELSEN 20200915 20200918


B2KB8M2 DELL OPTIPLEX 5050 1





I acknowledge receipt of and responsibility IAW AFI 23-111 for the items described below and will return them by the return date indicated.

ISSUED TO: SIGNATURE

DUTY PHONE

ISSUED BY

ISSUED TO: NAME, GRADE, ORGN (Type or print)

ORGN ACCT NO.

DATE OF ISSUE

RETURN DATE

STOCK NUMBER

DESCRIPTION OF ITEM

U/I

QNTY

PREVIOUS EDITION WILL BE USED.

TEMPORARY ISSUE RECEIPT

AF IMT 1297, 19870701, V4

------------------------------------------------------------------------------------------------------------------------------------------------------

I acknowledge receipt of and responsibility IAW AFI 23-111 for the items described below and will return them by the return date indicated.

ISSUED TO: SIGNATURE

DUTY PHONE

ISSUED BY

ISSUED TO: NAME, GRADE, ORGN (Type or print)

ORGN ACCT NO.

DATE OF ISSUE

RETURN DATE

STOCK NUMBER

DESCRIPTION OF ITEM

U/I

QNTY

PREVIOUS EDITION WILL BE USED.

TEMPORARY ISSUE RECEIPT

AF IMT 1297, 19870701, V4

8.2.1.3158.1.475346.466429

		DtyPhone: 208-422-3349

		IssuedBy: 

		IssuedTo: ASHLEE MICKELSEN

		AcctNo: 

		Enter Date (YYYYMMDD): 2020-09-15

		Enter Date (YYYYMMDD): 2020-09-18

		StockNo: B2KB8M2

		Item: DELL OPTIPLEX 5050

		UI: 

		Enter numbers ONLY.: 1

		StockNo_2: 

		Item_2: 

		UI_2: 

		Enter numbers ONLY.: 

		StockNo_3: 

		Item_3: 

		UI_3: 

		Enter numbers ONLY.: 

		StockNo_4: 

		Item_4: 

		UI_4: 

		Enter numbers ONLY.: 

		StockNo_5: 

		Item_5: 

		UI_5: 

		Enter numbers ONLY.: 

		StockNo_6: 

		Item_6: 

		UI_6: 

		Enter numbers ONLY.: 

		StockNo_7: 

		Item_7: 

		UI_7: 

		Enter numbers ONLY.: 

		StockNo_8: 

		Item_8: 

		UI_8: 

		Enter numbers ONLY.: 

		StockNo_9: 

		Item_9: 

		UI_9: 

		Enter numbers ONLY.: 

		StockNo_10: 

		Item_10: 

		UI_10: 

		Enter numbers ONLY.: 

		StockNo_11: 

		Item_11: 

		UI_11: 

		Enter numbers ONLY.: 

		This item is automatically pre-filled from a previous section.: 208-422-3349

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: ASHLEE MICKELSEN

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 20200915

		This item is automatically pre-filled from a previous section.: 20200918

		This item is automatically pre-filled from a previous section.: B2KB8M2

		This item is automatically pre-filled from a previous section.: DELL OPTIPLEX 5050

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 1

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		This item is automatically pre-filled from a previous section.: 

		SignatureField1: 

		SignatureField2: 










DEPARTMENT OF DEFENSE
TELEWORK AGREEMENT
PRIVACY ACT STATEMENT


AUTHORITY:  10 U.S.C.  113, Secretary of Defense; DoD Instruction 1035.01, Telework Policy.
PRINCIPAL PURPOSE(S):  Information is collected to register individuals as participants in the DoD alternative workplace program; to manage and
document the duties of participants; and to fund, evaluate and report on program activity.  The records may be used by Information Technology offices to
determine equipment needs, to ensure appropriate safeguards are in place to protect government information, and for assessing and managing
technological risks and vulnerabilities.
ROUTINE USE(S):  None.
DISCLOSURE:  Voluntary; however, failure to provide the requested information may result in your inability to be a participant in the telework program.


TERMS OF TELEWORK AGREEMENT
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     Adobe Professional 8.0


The terms of this agreement must be read in conjunction with
Department of Defense (DoD) telework policy, available on the
DoD Issuances Web Site at http://www.dtic.mil/whs/directives/ or
on the Civilian Personnel Management Service Web Site at
www.cpms.osd.mil and any additional guidance provided by the
employing organization.  Signatories certify they will abide by this
agreement, DoD telework policy, and all supplemental terms
established by the employing organization.


1. Work schedules and hours of duty may be modified as
necessary, but are subject to local management procedures and
approval and/or collective bargaining agreement requirements.  A
copy of the employee's approved work schedule should be kept on
file with the signed telework agreement.  In emergency situations
(as indicated in Section I, Block 12 of the telework agreement), the
teleworker's work hours may be subject to change.  Emergency
schedules will be set based on mission needs.


2.  If the employee reports to the regular worksite at least twice
per pay period, the regular worksite is the official worksite as
defined in part 531.605, subpart F of title 5, Code of Federal
Regulations.


3.  If the employee does not report to the regular worksite at
least twice each biweekly pay period, the official worksite is the
location of the employee's telework site.  Exceptions to the twice
each biweekly pay period requirement may be made during
emergencies (including a pandemic) and for short-term situations
(e.g., special projects, medical accommodation).


4.  All pay (to include locality pay or local market supplement),
leave, and travel entitlements are based on the employee's official
worksite as documented on a Notice of Personnel Action.


5.  Prior to signing this Telework Agreement, the supervisor and
employee will discuss:
     a.  Office procedures (e.g., procedures for reporting to duty,
procedures for measuring and reviewing work, time and
attendance, procedures for maintaining office communications);
     b.  Safety, technology and equipment requirements; and
     c.  Performance expectations.


6.  Employee will not work in excess of the prescheduled tour of
duty (e.g., overtime, holiday work, or Sunday work) unless he or
she receives permission from the supervisor.  By signing this form,
the employee acknowledges that failure to obtain proper approval
for overtime work may result in cancellation of the telework
agreement and may also include appropriate disciplinary action.


7.  If designated employee (as indicated in Section I, Block 12 of
this agreement) is unable to work due to illness or dependent care
responsibilities,  the employee must take appropriate leave. 
Supervisors may, on a case-by-case basis, administratively excuse
the designated teleworker from teleworking if circumstances, such
as a power failure or weather related emergency, prevent the
employee from working at the telework site.  To the extent 
practicable, managers will include a description of emergency
duties with this agreement if emergency duties are different from
the employee's prescribed duties and responsibilities.


8.  Teleworkers may be required to return to the regular worksite on scheduled
telework days based on operational requirements.  In situations where the employee
is called to return to the office outside normal work hours, the recall shall be handled
in accordance with established policy and/or collective bargaining agreements, if
applicable.


9.  If the employee uses Government-furnished equipment (GFE), the employee will
use and protect the equipment in accordance with the DoD Component's
procedures.  GFE will be serviced and maintained by the Government.


10.  The employee agrees to comply with the terms of computer software license
and copyright agreements, computer virus and protection requirements and
procedures.


11.  No classified documents (hard copy or electronic) may be taken to, or
created at, an employee's alternative worksite.  If classified telework is
authorized at an approved alternative secure location, teleworkers must comply with
the procedures established by DoD 5200.01-R and the DoD Component regarding
such work.  For Official Use Only (FOUO) and controlled unclassified  
information (CUI) data may be taken to alternative worksites if necessary  
precautions are taken to protect the data, consistent with DoD regulations.


12. When CUI including competition sensitive or source selection data is authorized
for use at the telework location, criteria for the proper encryption and safeguarding of
such information and data must be consistent with Enclosure 3, subparagraphs
3.f.(1) through (3) of DoDI 1035.01, Telework Policy.  Component specific
instructions must be included in the space allowed for Component specific
comments or cite the appropriate Component references that contain these
instructions.


13. The supervisor will determine how frequently, if at all, backup copies of data onto
network drives or removable disks must be made to protect against loss of data. 
The supervisor may also require the employee to periodically send backup copies to
the main work facility.


14.  The employee may be reimbursed for authorized expenses (e.g., installation of
broadband or telephone lines) incurred while conducting business for the
Government, as provided by statute and implementing regulations and as articulated
in this agreement.  (Approved authorizations are filed with this agreement.)


15.  The employee will apply approved safeguards to protect Government
records from unauthorized disclosure or damage and will comply with Privacy
Act requirements set forth in the Privacy Act of 1974, and codified at section
552a of title 5, United States Code.  The use of personal email accounts for
transmission of Personally Identifiable information (PII) is strictly prohibited.   
PII may only be emailed between government email accounts and must be   
encrypted and digitally signed.


16.  The DoD Component may inspect the home worksite, by appointment only, 
if the DoD Component has reason to suspect that safety standards are not being  
met and GFE is not being properly maintained.


17.  The DoD Component will not be responsible for operating, maintenance, or any
other costs (e.g., utilities) associated with the use of the employee's residence.


18.  The DoD Component is not liable for damages to an employee's personal or
real property while the employee is working at home, except to the extent the
Government is held liable by the Federal Tort Claims Act or from claims arising
under the Military Personnel and Civilian Employees Claims Act.
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TERMS OF TELEWORK AGREEMENT (Continued)


19.  Employees paid from appropriated funds are covered under the
Federal Employee's Compensation Act if injured in the course of
performing official duties while at the official alternative worksite. 
Employees paid from nonappropriated funds are covered under the
Longshore and Harbor Workers' Compensation Act.  Any accident or
injury occurring at the alternative workplace must be brought to the
immediate attention of the supervisors who will investigate all reports
as soon as practical following notification.


20.  The employee acknowledges that telework is not a substitute for
dependent care.


21.  The employee acknowledges that telework is a discretionary
alternative workplace arrangement.  The employee may be required to 


22.  Either the employee or the supervisor can cancel the telework
agreement.  When possible, advance written notice should be provided.
Management will terminate the telework agreement should the
employee's performance or conduct not meet the prescribed standard
or the teleworking arrangement fail to meet organizational needs.


23.  The employee continues to be covered by DoD Component
standards of conduct while working at the alternative worksite.


24.  The employee has assessed the telework location against the
attached safety checklist and certifies the location meets all safety
requirements.


25.  DoD Component-specific conditions may be included below. 


  







SECTION I - This document constitutes the terms of the telework agreement for:


1.  EMPLOYEE (Last Name, First, Middle Initial) 2.  OFFICIAL JOB TITLE


3.  PAY PLAN/SERIES/GRADE/PAY BAND 4.  ORGANIZATION


5.  REGULAR OFFICIAL WORKSITE (Street, Suite Number, City,
     State and ZIP Code)


7.  ALTERNATE WORKSITE TELEPHONE NUMBER (Include Area
     Code)


8.  ALTERNATE WORKSITE EMAIL ADDRESS (Address for official
     emails if different from office email address.  Identification of personal
     email address is not required.)


DEPARTMENT OF DEFENSE
TELEWORK AGREEMENT


(Read Privacy Act Statement and Terms of Agreement before completing this form.)
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6.  ALTERNATE WORKSITE ADDRESS (Street, Apartment Number,
     City, State and ZIP Code) (May be TBD under emergency situations)


9.  TELEWORK ARRANGEMENT IMPLEMENTATION DATES
     (Agreement should be revalidated at least once every 2 years)


a.  START (YYYYMMDD) b.  END (YYYYMMDD)


10. TOUR OF DUTY (X one)  (Attach copy of biweekly work schedule)


FIXED


FLEXIBLE


COMPRESSED


11. TELEWORK ARRANGEMENT (X one) 


REGULAR AND RECURRING SITUATIONAL


All employees who are authorized to telework on a  Regular and Recurring  or Situational basis to include emergency situations shall have a
telework agreement in place.  


12.  CONTINUITY OF OPERATIONS DURING EMERGENCY SITUATIONS


Employee is expected to telework for the duration of an emergency pursuant to:
1) Component policy; 2) a pandemic; 3) when the regular worksite is closed or closed to the public due to natural or manmade emergency 
situations (e.g., snowstorm, hurricane, act of terrorism, etc.); or 4) when Government offices are open with the option for unscheduled telework 
when weather conditions make commuting hazardous, or similar circumstances compromise employee safety.  Employees unable to work due to 
personal situations (e.g., illness or dependent care responsibilities), must take appropriate leave (e.g., annual or sick).  If the worksite is closed or 
closed to the public, the employee may be granted administrative leave, on a case-by-case basis, when other circumstances (e.g., power failure) 
prevent the employee from working at the telework site.  Managers will include a description of emergency duties with this agreement if emergency 
duties are different from the employee's prescribed duties and responsibilities.


13. SUPERVISOR OR AUTHORIZED MANAGEMENT OFFICIAL (Name and Signature) 14. DATE (YYYYMMDD)


15. EMPLOYEE SIGNATURE 16. DATE (YYYYMMDD)


  


Regular and Recurring Telework Schedule: Number of Days per Week or Pay Period


Days of the Week (e.g., Mon, Wed, Thur)


I also verify that I have completed approved telework training.


I also verify that I have completed approved telework training.







SECTION II - SAFETY CHECKLIST
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SAFETY FEATURE (X) YES NO


  9.  EMPLOYEE SIGNATURE 10. DATE (YYYYMMDD)


1.  Temperature, ventilation, lighting, and noise levels are adequate for maintaining a home office.
       


2.  Electrical equipment is free of recognized hazards that would cause physical harm (frayed,
     exposed, or loose wires; loose fixtures; bare conductors; etc.).


3.  Electrical system allows for grounding of electrical equipment (three-prong receptacles).


4.  Office (including doorways) is free of obstructions to permit visibility and movement.


5.  File cabinets and storage closets are arranged so drawers and doors do not enter into walkways.
        


6.  Phone lines, electrical cords, and surge protectors are secured under a desk or alongside a baseboard. 
       


7.  If material containing asbestos is present, it is in good condition.


8.  Office space is free of excessive amount of combustibles, floors are in good repair, and
     carpets are well secured.


I verify that this safety checklist is accurate and that my home office is a reasonably safe place to work.


 







SECTION III - TECHNOLOGY/EQUIPMENT CHECKLIST


(1)
TECHNOLOGY/EQUIPMENT


(Indicate all that apply)


(2)
REQUIREMENT


(Y or N)


(3)
OWNERSHIP:


AGENCY OR PERSONAL
(A or P)


(4)
REIMBURSEMENT
BY COMPONENT


(Y or N)


1.  COMPUTER EQUIPMENT


     a.  LAPTOP


     b.  DESKTOP


     c.  PDA


     d.  OTHER:


2.  ACCESS


     a.  IPASS/VPN ACCOUNT


     b.  CITRIX - WEB ACCESS


     c.  OTHER:


3.  CONNECTIVITY


     a.  DIAL-IN


     b.  BROADBAND


4.  REQUIRED ACCESS CAPABILITIES


     a.  SHARED DRIVES (e.g., H or P Drive)


     b.  EMAIL


     c.  COMPONENT INTRANET


     d.  OTHER APPLICATIONS:


5.  OTHER EQUIPMENT/SUPPLIES


     a.  COPIER


     b.  SCANNER


     c.  PRINTER


     d.  FAX MACHINE


    e.   CELL PHONE


     f.   PAPER SUPPLIES


     g. OTHER:
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6.  SUPERVISOR'S SIGNATURE 7.  DATE (YYYYMMDD)


8.  EMPLOYEE SIGNATURE 9.  DATE (YYYYMMDD)


 







SECTION IV - NOTICE OF TELEWORK ARRANGEMENT CANCELLATION
(Complete this section when the telework agreement is cancelled.)


1. CANCELLATION DATE (YYYYMMDD) 2.  INITIATED BY (X one) 


EMPLOYEE MANAGEMENT


3.  REASON(S) FOR CANCELLATION


4.  GOVERNMENT-FURNISHED EQUIPMENT/PROPERTY RETURNED
     LIST PROPERTY AND DATE OF RETURN: YES NO
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5.  SUPERVISOR'S SIGNATURE 6.  DATE (YYYYMMDD)


7.  EMPLOYEE SIGNATURE 8.  DATE (YYYYMMDD)


  





		emp_name: MICKELSEN, ASHLEE

		title: HUMAN RESOURCES SPECIALIST

		payplan: GS-0201-11-01

		org: HRO

		alt_site: 1234 S HAPPY WAYBOISE, ID 83709

		alt_phone: XXX-XXX-XXXX

		alt_email: 

		start_date: 20200901

		end_date: 20220901

		xtour: flex

		xarr: reg

		no_days: 

		days: Mon or Fri

		xsupverif: Yes

		off_name: 

		off_date: 

		xsafe_1: Yes

		xsafe_2: Yes

		xsafe_3: Yes

		xsafe_4: Yes

		xsafe_5: Yes

		xsafe_6: Yes

		xsafe_7: Yes

		xsafe_8: Yes

		safe_date: 

		req_1a: Y

		own_1a: P

		reimb_1a: N

		req_1b: N

		own_1b: 

		reimb_1b: 

		req_1c: N

		own_1c: 

		reimb_1c: 

		other1d1: 

		req_1d1: 

		own_1d1: 

		reimb_1d1: 

		other1d2: 

		req_1d2: 

		own_1d2: 

		reimb_1d2: 

		req_2a: Y

		own_2a: A

		reimb_2a: N

		req_2b: N

		own_2b: 

		reimb_2b: 

		other_acc1: 

		req_2c1: 

		own_2c1: 

		reimb_2c1: 

		other_acc2: 

		req_2c2: 

		own_2c2: 

		reimb_2c2: 

		req_3a: N

		own_3a: 

		reimb_3a: 

		req_3b: Y

		own_3b: P

		reimb_3b: N

		req_4a: Y

		own_4a: A

		reimb_4a: N

		req_4b: Y

		own_4b: A

		reimb_4b: N

		req_4c: N

		own_4c: 

		reimb_4c: 

		othapp_1: 

		req_4d1: 

		own_4d1: 

		reimb_4d1: 

		othapp_2: 

		req_4d2: 

		own_4d2: 

		reimb_4d2: 

		othapp_3: 

		req_4d3: 

		own_4d3: 

		reimb_4d3: 

		req_5a: N

		own_5a: 

		reimb_5a: 

		req_5b: Y

		own_5b: P

		reimb_5b: N

		req_5c: Y

		own_5c: P

		reimb_5c: N

		req_5d: N

		own_5d: 

		reimb_5d: 

		req_5e: Y

		own_5e: P

		reimb_5e: N

		req_5f: Y

		own_5f: P

		reimb_5f: N

		otheq_1: 

		req_5g1: 

		own_5g1: 

		reimb_5g1: 

		otheq_2: 

		req_5g2: 

		own_5g2: 

		reimb_5g2: 

		otheq_3: 

		req_5g3: 

		own_5g3: 

		reimb_5g3: 

		otheq_4: 

		req_5g4: 

		own_5g4: 

		reimb_5g4: 

		supvtech_date: 

		canc_date: 

		xinit: Off

		canc_reas: 

		xreturn: Off

		pty_ret: 

		supvret_date: 

		empret_date: 

		reg_site: 4794 GEN MANNING AVE, BLDG 442BOISE, ID 83705

		item21: work at the regular worksite on scheduled telework day(s) if necessary to accomplish the mission.

		comp_spec: 1.  OFFICE PROCEDURES:     a.  Desk/office phone will be forwarded to your government issued phone. If you do not have a government issued cell phone you must forward your desk/office phone to your personal number to ensure maximum continuity of operations.  By entering into this agreement you understand that any expenses incurred due to the use of your personal cell phone are at the expense of the employee and will not be reimbursed by the agency.      b. Funding for support (utilities, telephone, Internet access, office space, etc), to meet telework needs is the responsibility of the employee.       c.  Employees on telework will follow all applicable agency policies, rules, regulations and the Union contract.      d.  Employees will use government issued computers.      e.  Should an employee have technical issues with their government issued computer or laptop they must contact the applicable and notify their immediate supervisor for guidance.       f.  Government issued computers and laptops will not be paired with personal equipment (copiers, scanners, printers, fax machines).2.  WORKWEEK AND WORK SCHEDULES:     a.  Employees on telework must be on an agency approved work schedules. Approved work schedule will not be changed solely because the employee is conducting telework.     b.  Employees conducting telework must account for all duty hours. If an employee is interrupted from official duties due to childcare or elder care they must account for this time in an appropriate leave status.      c.  Agency leave procedures remain the same as those followed when not in a telework status (see agency policies, procedures, and the CBA).3.  REPORTING FOR DUTY:     a.  Employees must be ready, willing and able promptly at the beginning of their scheduled shift. Employees must make positive contact with their immediate supervisor within 1 hour of the start of their scheduled shift, if unable to make positive contact with the immediate supervisor then employees should attempt to make contact with their next level of supervision, and continue to do so, until an Agency representative is reached to confirm their duty status. Employees who fail to make positive contact within 1 hour of the start of their shift shall be charged Absent Without Leave (AWOL).  b.  Employees unable to report for work must follow agency established procedures for requesting leave as outlined in agency policies, procedures, supervisor expectations, and the Union contract.

		compspec_title: COMPONENT-SPECIFIC TERMS AND CONDITIONS

				2020-09-22T10:29:42-0600

		DAVIS.ANYA.CHANTELLE.1294095957





		xempverif: Yes

		emp_date: 

				2020-09-22T09:36:34-0600

		MICKELSEN.ASHLEE.MAE.1255997790





				2020-09-22T09:36:50-0600

		MICKELSEN.ASHLEE.MAE.1255997790





				2020-09-02T12:41:15-0600

		DAVIS.ANYA.CHANTELLE.1294095957





		emptech_date: 

				2020-09-22T09:37:05-0600

		MICKELSEN.ASHLEE.MAE.1255997790





		Reset: 








GENERAL EXPECTATIONS WHILE TELEWORKING 


1. Check in with me when you start teleworking to let me know that you have started or are starting 
your work day. Text or email (gov’t or personal) will be fine. 


2. Keep track of your duty and leave hours daily.  The agency core hours you are required to work are 
Tuesday – Thursday 1000-1400.  


3. Work Expectations. While teleworking, the expectation is that you work on updating policies or 
internal processes. If telework is due to virtual training, the expectation is that you stay engaged 
throughout your training. If telework is due to an emergency situation of any kind, the expectation is 
that your regular tasks and work products will still continue with the same productivity as you have 
while working in the office. For any telework situation, you will also need to be available for contact 
when you are teleworking in the event your input is required with something occurring in the office.  


When you have completed your duty time each day, you will be required to send me via email, a small 
re-cap of what your work day entailed. To include, the hours worked, leave (if taken) and the work that 
was completed.  


4. Communication. Be sure to forward your phone. To ensure we can still collaborate effectively, 1) 
Make sure you can connect to the network, 2) Have a current list of all the phone numbers of those you 
work with in the office and others you work with on a regular basis, 3) Ensure you can log into TEAMS 
(and/or other digital platforms).  


5. You have an hour each day you can code for PT. 


RB Digital https://rbdigital.com/ - you must register with your .mil email 


RBdigital (formerly OneClickdigital) provides a wide selection of eBooks (8,000+) and 
unabridged audiobooks (15,000+) for checkout and download to a computer or portable device 
(requires software download; check for device compatibility). Enter AFLIB as your Library Access 
Code when registering. Download the RBdigital app to access all RBdigital eBooks & Audiobooks 
and RBdigital Magazines content in one place. 


HRO - https://inghro.idaho.gov/hr/pocs/eds/eds.htm 


 Books available to check-out 


 DVDs available to check-out 


LearningExpress 
Library:  https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/li
braryhome?AuthToken=3D7E60F0-6ECE-42B3-975C-5B6B4ADD2B17 


• Career Preparation (Strengthen your Business Writing Skills, Grammar Fundamentals, Succeed 
on the Job, Time Management, Public Speaking, etc.) 
https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/ca
reer-center/resources/improve-your-job-search-and-workplace-skills/build-your-workplace-
skills/strengthen-your-business-writing-skills 



https://rbdigital.com/

https://inghro.idaho.gov/hr/pocs/eds/eds.htm

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/libraryhome?AuthToken=3D7E60F0-6ECE-42B3-975C-5B6B4ADD2B17

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/libraryhome?AuthToken=3D7E60F0-6ECE-42B3-975C-5B6B4ADD2B17

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/career-center/resources/improve-your-job-search-and-workplace-skills/build-your-workplace-skills/strengthen-your-business-writing-skills

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/career-center/resources/improve-your-job-search-and-workplace-skills/build-your-workplace-skills/strengthen-your-business-writing-skills

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/career-center/resources/improve-your-job-search-and-workplace-skills/build-your-workplace-skills/strengthen-your-business-writing-skills





https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/ca
reer-center/resources/improve-your-job-search-and-workplace-skills/build-your-workplace-
skills/succeed-on-the-job 


• Popular Software Skills Center 
https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/lib
raryhome?AuthToken=3D7E60F0-6ECE-42B3-975C-5B6B4ADD2B17  Examples: 


Master Microsoft Office Videos 


• Microsoft Access  
o Access 2013, 2010  


• Microsoft Excel  
o Excel 2016, 2013, 2010, 2007  


• Microsoft Office 365  
o The Basics of Microsoft Office 365, Excel for Microsoft Office 365, OneNote for 


Microsoft Office 365, Outlook for Microsoft Office 365, PowerPoint for 
Microsoft, Office 365, Word for Microsoft Office 365  


• Microsoft OneDrive  
o OneDrive  


• Microsoft Outlook  
o Outlook 2013, 2010  


• Microsoft PowerPoint  
o PowerPoint 2016, 2013, 2010, 2007  


• Microsoft Project  
o Project Professional 2013, 2010  


• Microsoft SharePoint Designer  
o SharePoint Designer 2010  


• Microsoft Visio  
o Visio 2010  


• Microsoft Word  
o Word 2016, 2013, 2010, 2007  


 


Learn Computer Graphics and Illustration Videos 


• Adobe Illustrator  
o Illustrator CS6, CS5  


• Adobe Photoshop  
o Photoshop CS6, CS5  


 
Understanding Your Operating System Videos 


• Windows Operating Systems  
o Windows 10, 8, 7 


 


________________________________    _______________________________ 


EMPLOYEE       SUPERVISOR 



https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/career-center/resources/improve-your-job-search-and-workplace-skills/build-your-workplace-skills/succeed-on-the-job

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/career-center/resources/improve-your-job-search-and-workplace-skills/build-your-workplace-skills/succeed-on-the-job

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/career-center/resources/improve-your-job-search-and-workplace-skills/build-your-workplace-skills/succeed-on-the-job

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/libraryhome?AuthToken=3D7E60F0-6ECE-42B3-975C-5B6B4ADD2B17

https://www.learningexpresshub.com/productengine/LELIndex.html#/learningexpresslibrary/libraryhome?AuthToken=3D7E60F0-6ECE-42B3-975C-5B6B4ADD2B17
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ATTACHMENT 1 


STATEMENT OF UNDERSTANDING AND LIABILITY 


EMPLOYEE: 


1. I _________________________________________(print name) acknowledge and agree
that:


a. I have read the DoDI 1035.01, “Telework Policy”, dated April 4, 2012 and CNGBI 1101.01,
“National Guard Bureau Telework Program”, dated October 20, 2017.


b. This program is not an entitlement and may be authorized at the discretion of my supervisor
through my chain by the approving official.


c. I understand that any injury incurred during telework duty must be promptly reported to my
supervisor. I also understand that any injury incurred that is not directly related to the
performance of my duties may not be covered by Workers’ Compensation.


Employee’s Signature:__________________________________________Date:__________ 


SUPERVISOR: 


1. I _________________________________________(print name) acknowledge and agree
that:


a. I have read the DoDI 1035.01, “Telework Policy”, dated April 4, 2012 and CNGBI 1101.01,
“National Guard Bureau Telework Program”, dated October 20, 2017.


b. The employee is not in a probationary status.


c. The employee’s performance rating is at least fully successful.


d. The employee has completed/obtained the proper equipment and network requirements.


e. The employee has a designated safe workplace at home.


Supervisor’s Signature:_________________________________________ Date:__________ 


___________________________________________________________________________ 


Concur/Non-Concur 
Group Commander/Directorate/State Program Manager 


Signature:___________________________________________________  Date:___________ 


G-6/CF/State IT Services Signature:_______________________________ Date:___________


OCC Health/MDG Signature:_____________________________________ Date:___________ 


Concur/Non-Concur 
Approving Official Signature:_____________________________________ Date:___________ 
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