3 August 04

NAVAIR Telework Coordinators,

As you may be aware from reports in the media, Congress is very concerned regarding a perceived lack of support for telework in the Federal sector.  On 20 Aug 2003, the Defense Finance and Accounting Service (DFAS) issued a Defense Civilian Pay System (DCPS) Payroll Office Advisory containing guidance on documenting telework in the DCPS.  Since the Office of the Secretary of Defense (OSD) is currently using the time and attendance system to create quarterly reports on telework usage in the Department of Defense, it is critical that all employees participating in telework or a regular or even occasional basis be properly coded so that the report will be reflect the full extent of participation by DON employees.  Although this timecard information was posted in the POD a couple months ago, supervisors are responsible for ensuring that timesheets accurately reflect participation in telework...  as a friendly reminder, please distribute this email to appropriate supervisors/employees.

Participation is documented in the "Premium Code" field with one of the following codes: 
Appropriate timecard documentation for Teleworking:

Absence/Attendance Code (A/A)   and        Premium Code (column next to A/A)

 RG (Regular)



TM (telework medical)


 RF (regular ungraded)


TS (telework ad hoc/situational)







TW (telework regular)

TW - Telework Regular/Core - use “TW” when an employee’s has an approved work schedule including work for at least one day each week at an alternative worksite (as defined by OPM).

TS - Ad Hoc/Situational - use “TS” when an employee participates in telework on an  occasional, one-time, or irregular basis.  Telework of one day or less per pay period is considered ad hoc.  

TM - Telework Medical - use “TM” when telework is authorized as an accommodation to a disabling medical condition or a medical situation. 

Thanks for your continued support!
HR Telework Coordinator:

  Christine De La Rosa, 989-3995/Chris Perkins, 989-3249
