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Employee Information
Employee Name: 
Date:
Position Title:
Series/Grade Level:
Federally owned or leased property:
Remote Location (limited to continental U.S.):
Street Address:
City:
State:
ZIP:
Check if remote location is a different than employee's home
Proposed Duration:
Supervisor Evaluation
Did you discuss the business case for this request with the employee?
Employee Eligibility (not required for vacant position)
Disciplinary Issues - AWOL
Disciplinary Issues - Inappropriate Use
Most Recent Performance Rating:
Conduct Issues:
Employee Characteristics Ideal for Remote Work (dependability, self-motivation, trustworthy, etc...)
Date
*If the determination in this section is "NO", the request should be denied.
Supervisor Signature
Is the employee eligible to remote work? 
Position Suitability
Office Coverage Considerations
Major Duties of the  Position
Major Duties
Ability to Perform at Remote Location?  (Suitable for remote work?)
Potential Impacts to  Reclamation Operations
Impact
Mitigation Strategy
Potential Impacts to Team Members
Impact
Mitigation Strategy
Potential Impacts if the arrangement is not approved
Impact
Mitigation Strategy
Cost Impacts
Salary
Current Salary
Official office location
Remote worksite salary
Locality pay for remote worksite location
Salary cost impact
Travel
Estimated travel costs from remote worksite to office location(s)
Estimate assuming that the employee will travel to the official office location on a periodic basis. Also include travel to other office. Include salary cost and per diem for travel time. 
Estimated number of trips
Note: Personnel Bulletin (Paragraph 6, last sentence) states employee travel to regular worksite should only be permitted when there is a clear benefit to Reclamation.
Total new travel costs	
Additional estimated impacts to travel costs
Consider cost impacts to trips the employee will be required to make from the proposed remote location. Will costs increase of decrease due to travel time, airline flight costs, etc.?
Total impacts to travel costs
Office Space	
External bureau/agency office costs
If agreement exists with another bureau/agency to provide occasional workspace/conference room etc.
Information Technology (IT) Support
Additional IT support costs
If agreement exists with another bureau/agency to provide occasional IT support.
Relocation Costs
Estimated relocation cost if applicable
If impacts are not negative or cost neutral additional justification is required.
Justification for Additional Costs (N/A if there are no negative cost impacts)
Other Considerations
Recruitment and Retention Challenges, if any:
Employee Contributions:
Logistics
 Geographic Location
Proximity
Potential Impacts
Mitigation Strategy
Major Airport:
BOR Location:
DOI Location:
Remote Worksite
Considerations    
Potential Impacts
Mitigation Strategy
Employee network connectivity
Employee system access needs
Employee onsite IT support needs
Safety
Cybersecurity and Privacy
Is the position suitable for remote work? 
Supervisor Signature
Date
*If the determination in this section is "NO", the request should be denied.
Remote Work Agreement Evaluation Criteria
Definitions
Official Worksite for Location-Based Pay Purposes
l The official worksite for an employee covered by a remote work agreement who is not scheduled to report at least twice each biweekly pay period on a regular and recurring basis to the regular worksite is the location of the remote worksite (e.g., home or other alternative worksite), except in certain temporary situations.
Remote Work
l Remote work is a work flexibility arrangement under which an employee performs their duties from a remote official worksite/official duty station other than the location of the office for which they work. These arrangements are formalized by remote work agreement signed by both the remote worker, recommended by the first-line supervisor, and approved by the Reclamation Leadership Team member.
Evaluation Factors
Employee Eligibility
l Employee has not been formally disciplined, as documented in the employee's eOPF, for AWOL for more than 5 days in any calendar year.
l Employee has not been officially disciplined for violations of subpart G of the Standard of Ethical Conduct for Employees of the Executive Branch (Misuse of Position) for viewing, downloading, or exchanging pornography on a Federal government computer or while performing official Federal government duties.
l Employee has not received an Unacceptable performance rating during the most recent rating period and has been formally notified on their final performance appraisal.
l Employee does not have documented conduct issues as defined by 370 DM 752 (Discipline and Adverse Actions) in the last two years.
l Employee has been in current position for at least 6 months (if hired for a position that was not advertised as remote).
Position Suitability
l Adequate office coverage
l Ability to complete major duties from remote location
Other Considerations
l Additional considerations
References
l Office of Personnel Management (OPM), Handbook on Workplace Flexibilities and Work-Life Programs for Elder Care  
l OPM, www.telework.gov, Telework Guidance: Official Worksite  
l Presidential Memorandum - Enhancing Workplace Flexibilities and Work-Life Program, June 23, 2014   
l Reclamation Manual, Directives and Standards, HRM 11-01: Telework    
l M-21-25, Integrating Planning for a Safe Increased Return of Federal Employees and Contractors to Physical Workplaces with Post-Reentry Personnel Policies and Work Environment, June 10, 2021    
l Personnel Bulletin No. 20-06, Departmental Remote Work Policy   
l Potential impacts to Reclamation operations    
OPM Guidance
l Applicability of workplace flexibility policies and guidance 
Cost
l Employee salary and travel costs 
Privacy Act Statement
Authority: 5 U.S.C. 301-302; 5 U.S.C. Ch. 55; 5 U.S.C. Ch. 57; 5 U.S.C. Ch. 63; 5 U.S.C. Ch. 65; 5 U.S.C. Ch. 81; 31 U.S.C. 1347-1348; 40 U.S.C. 587; 5 CFR 531; 5 CFR 550; 5 CFR 630; 5 CFR 2635; 29 CFR 1630; and 41 CFR 302. 
Purpose: The principal purpose for collecting the information is to determine employee eligibility for participation in the Bureau of Reclamation Remote Work program.
Routine Uses:  The information will be used to manage employee remote work participation; determine equipment needs; and ensure applicable statutory, regulatory and policy requirements are met. Information may be disclosed to DOI officials to facilitate compliance with remote work requirements, to the Office of Personnel Management to report employee remote work participation and status of program implementation, or to other organizations as authorized under the Privacy Act or outlined in the routine uses in DOI-85, Payroll, Attendance, Retirement, and Leave Records - 83 FR 34156 (July 19, 2018), which may be viewed at https://www.doi.gov/privacy/sorn.
Disclosure:  Providing information is voluntary; however, failure to provide the requested information may result in employee ineligibility to participate in the remote work program. 
Records Disposition:  DAA-0048-2013-0001-0004 (DRS 1.2, Item 004) – Short-Term Human Resources Records - Alternative Worksite Records - Forms. Cut off record as instructed in the agency/bureau records manual, or at the end of the FY in which the record is created if no unique cut-off is specified. Destroy 3 years after cut-off.
10.0.2.20120224.1.869952.867557
Reclamation
Form 7-2692, Remote Work Agreement Evaluation
09-2021
09-2021
	Check if supervisor is performing an evaluation for a vacant position: 
	Check if an existing employee is requesting a remote work arrangement: 
	CurrentPage: 
	PageCount: 
	Requesting employee name: 
	Date of request: 
	Requesting employee's position title: 
	Proposed duration of remote work: 
	List out federally owned or leased property to be used remotely: 
	Check if remote location is the Employee's home: 
	Check if remote location is different than the employee's home: 
	Other remote location description: 
	Street Address of remote workplace: 
	City of remote workplace: 
	Select the State from the list: 
	ZIP Code: 
	Check if you did discuss the business case for this request with the employee: 
	Check if you did not discuss the business case for this request with the employee: 
	List disciplinary issues for AWOL: 
	List disciplinary issues for inappropriate use: 
	Most Recent Performance Rating: 
	List conduct issues: 
	List employee characteristics ideal for remote work: 
	Date Supervisor signed: 
	Supervisor Signature: 
	Check if employee is eligible to remote work: 
	Check if employee is not eligible to remote work: 
	Department of the Interior location: 
	How far away is the nearest Department of the Interior office location to remote work location: 
	cmdAdd: 
	Potential impact if the arrangement is not approved: 
	Mitigation strategy for potential impact if the arrangement is not approved: 
	Provide justification for additional costs (N/A if there are no negative cost impacts): 
	List recruitment and retention challenges: 
	List employee contributions: 
	Potential impact of cybersecurity and privacy: 
	Mitigation Strategy : 
	Check if position is suitable for remote work: 
	Check if position is not suitable for remote work: 
	Supervisor Signature: 



