DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT COMMAND
DIRECTORATE - SUSTAINMENT
UNITED STATES ARMY GARRISON-MIAMI
9301 NW 33" STREET
DORAL, FLORIDA 33172-1202

IMAG-ZA 7 December 2020

MEMORANDUM FOR All U.S. Army Garrison (USAG) Miami Personnel

SUBJECT: Command Policy Memorandum #13, Telework

1. REFERENCES.

a. Department of Defense Instruction (DODI) Number 1035.01, Telework Policy, 4
April 2012 incorporating Change 1, 7 April 2020.

b. Installation Management Command (IMCOM) Regulation 690-610, Civilian
Personnel Work Schedules, Chapter 7 — Telework Program, 15 May 2014.

c. IMHR-C Memo, Subject: Installation Management Command (IMCOM) Civilian
Human Resources Delegation Authorities, Version 02-2018 and Issuance of Civilian
and Military Awards Delegations, 23 October 2018.

2. PURPOSE. To establish the Garrison Manager’s policy regarding telework.

3. APPLICABILITY. This policy applies to all civilian personnel, appropriated fund
(APF) and non-appropriated fund (NAF), assigned to and/or under the operational
control of the U.S. Army Garrison-Miami (USAG-Miami).

4. POLICY.

a. Telework Participation. Participation in the telework program is voluntary.
Telework is not an employee entitlement.

b. Telework Options. IAW reference b, paragraph 7-2a, telework can be used:
(1) On aregular and recurring basis.
(2) For situational, non-routine, or ad hoc situations:

(a) To perform large projects or tasks that require concentration and
uninterrupted blocks of time for successful completion.
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(b) For web-based distance and continuous learning, including educational
requirements required by law or regulation. Training requested by an employee is
subject to supervisory approval, as applicable, and must conform to the provisions of
applicable regulations.

(c) When the traditional worksite is closed; during adverse or inclement
weather conditions (e.g., floods, hurricanes, other emergencies).

c. Telework Approval / Disapproval Authority. IAW reference c, the Garrison
Manager (GM) is the designated approval / disapproval authority for all telework
agreements for USAG-Miami APF and NAF personnel. This authority is not further
delegated.

d. Telework Eligibility will be determined IAW reference b, paragraphs 7-3e and f.
e. Telework Requests.

(1) Any employee requesting telework for medical or religious reasons will first
navigate the reasonable accommodation process (See Command Policy Memorandum
#4, Reasonable Accommodation). Once the reasonable accommodation is approved,
the employee will submit the telework request packet.

(2) Telework agreement requests will be processed IAW enclosure 1.

(3) Approved telework agreements must be reviewed annually and renewed, via
a new telework request, every two years or when there is a change in supervisor.

f. Telework Requirements.

(1) Signed Telework Agreement. All persons in a telework status are required to
have a GM signed telework agreement. See enclosure 1 for telework agreement
request packet requirements.

(2) Internet Connection. Eligible persons approved to telework are responsible
for providing internet connectivity at their telework location (e.g. residence). IAW
reference a, enclosure 3, para 3g5, USAG-Miami will not pay for internet connectivity.

(3) Telephone. Eligible persons approved to telework are responsible for
forwarding their government provided office telephone to a telephone they can answer
at their telework location (e.g. residence). USAG-Miami will not pay for telephone lines
for use during telework.
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(4) Government Furnished Equipment (GFE). Eligible persons approved to
telework will complete a sub-hand receipt with the applicable hand receipt holder for
GFE such as computer system and peripherals and then take the GFE to their telework
location (e.g. residence).

(5) Time and Attendance. Persons in a telework status will record time and
attendance information and retain audit documentation IAW enclosure 2.

g. Costs.

(1) USAG-Miami assumes no responsibility for any operating costs associated
with an employee in the telework program who utilizes his or her residence as a
telework location.

(2) If a telework employee is injured or suffers a work-related illness while
conducting official duties at a telework location, appropriated fund teleworkers are
covered by the Federal Employees Compensation Act. For work-at-home telework
arrangements, the employee will designate one area in his or her home as the official
worksite. The government's potential exposure to liability for injuries or illnesses the
employee may incur while teleworking is restricted to this official worksite. The
employee must immediately notify the supervisor of any accident or injury occurring at
the alternative worksite, and the supervisor will investigate any such reports as soon as
practicable after receiving notification. See USAG-Miami Army Accident Notification,
Investigation and Reporting Requirements dated 4 November 2020.

h. Security. Employees participating in the telework program shall:

(1) Not take classified documents (hard copy or electronic) to their telework
location (e.g. residence).

(2) Safeguard all unclassified official information and data on GFE as required
by applicable law and regulation.

i. Safety. The supervisor or USAG-Miami Safety Officer retains the right to inspect
the employee’s telework location (e.g. residence) to ensure that all safety standards are
met.

j. Liability.
(1) In the event that a participating employee is using a private network service

provider, USAG-Miami is not responsible for troubleshooting connectivity issues with, or
maintenance of, commercial Internet Service Provider (ISP) applications.
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(2) USAG-Miami is not liable for damages to an employee's personal or real
property while the employee is working at the approved telework location, except to the
extent that the government is held liable by the Federal Tort Claims Act or the Military
and Civilian Employees Claims Act. See AR 27-20, Claims, Chapter 11, dated 8
February 2008.

(3) USAG-Miami is not aware of any specific tax ramification associated with
participation in the telework program. As telework participation is voluntary, it is the
responsibility of the participating employee to be aware of any tax ramifications that may
apply to their specific telework request.

5. PROPONENT. The USAG-Miami Directorate of Human Resources is the proponent
for this policy. Point of contact is the Director, DHR at (305) 437-2732.

6. EXPIRATION. This policy memorandum supersedes previous policy issued and will
remain in effect until superseded or rescinded.

Digitally signed by

BUCCELLATO.GRE gycceLLATO.GRETAM.10170
TAM.1017067644 67644

Date: 2020.12.07 08:50:30 -05'00"

2 Encls GRETA M. BUCCELLATO
1. Telework Request Process Garrison Manager
2. Time and Attendance Documentation




Position Tele-work Descriptions

HR Professional

Description - Position
YA0O01 - Eligible — Eligible for regular and recurring telework.

Description — Person Eligibility Codes
ER001 - Employee eligible for regular and recurring telework, including emergency and OPM
prescribed “unscheduled telework”.

ES002 — Employee eligible for situational telework only, including emergency and OPM prescribed
“unscheduled telework”.

ES003 — Employee eligible for work performed from home on a full time basis.

ES004 - Employee eligible for work performed from a remote work location.

ES005 — Employee declined telework option.

NE100 - Prohibited due to official discipline for more than 5 days of AWOL in a calendar year.

NE101 - Prohibited due to discipline for violation of SPG, ethical standards for viewing,
downloading, exchanging pornography, including child pornography on a federal
government computer, or while performing official federal government duties.

NE102 - Not eligible due to employee conduct issues.

NE103 - Not eligible due to employee performance issues.

NE104 - Not eligible due to employee failure to meet performance requirements of agreement.

NE105 - Not eligible during period of trainee status.

Description — Position
YA002 - Eligible for situational telework only, including emergency and OPM prescribed
“unscheduled telework”.

Description — Person Eligibility Code
ES002 - Employee eligible for situational telework only, including emergency and OPM prescribed
“unscheduled telework”.
ES005 — Employee declined telework option.
NE100 - Prohibited due to official discipline for more than 5 days of AWOL in a calendar year.
NE101 - Prohibited due to discipline for violation of SPG, ethical standards for viewing,
downloading, exchanging pornography, including child pornography on a federal

government computer, or while performing official federal government duties.

NE102 - Not eligible due to employee conduct issues.





NE103 - Not eligible due to employee performance issues.
NE104 - Not eligible due to employee failure to meet performance requirements of agreement.
NE105 — Not eligible during period of trainee status.

NE106 — Not eligible — Position requires extensive face-to-face contact w/supervisor, employees
and clients, and employee’s physical presence.

NE107 — Not eligible — Position requires access to material or special equipment that cannot be
moved from office.

NE108 - Not eligible due to daily requirement to handle classified materials.

Description — Position

NEOO1 - Not Eligible — Not Eligible for telework.

Description — Person Eligibility Codes
NE106 — Not eligible — Position requires extensive face-to-face contact w/supervisor, employees
and clients, and employee’s physical presence.

NE107 — Not eligible — Position requires access to material or special equipment that cannot be
moved from office.

NE108 — Not eligible due to daily requirement to handle classified materials.






May 2017
Instructions

Telework Indicator Site

WEBSITE OBJECTIVE | Update telework indicator codes on position and person record.
ACCESS -MGR/- MGA, or -COH DCPDS account is required for access
INSTRUCTIONS FOR A

CODING RECORDS

DATA UPDATE

SUBMIT REQUEST

AutoNOA
TeleWork Ind Site

MAIN MENU Lol = SUBEMIT REQUEST

INDIVIDUAL OR
MASS SEARCH

® Individual O Mass

Individual Employee Selection

Last Name First Name

) i Get List
smith john

Type in Last Name and First Name and click Get List

O Individual @ Mass

Mass Employee Selection

CPAC BG v Command SE v UIC  weD3AA~ | Org Code iC v

Or search by organization and click Get List

~ BGSEWED3AALC IT SPECIALIST (CUSTSPT) G5-2210-11 YA00L ES002

Click check box next to desired employee(s) and click Continue with Selection
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UBMIT REQUEST

BGSEW6D3AALC YAOO1 Select WV ES002 Select W

Select New Position Telework Indicator and/or Person Telework Code and click
Submit Request

Your updates have been saved.

Submit Another Request

VIEW REQUESTS

View status of your requests here
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ENCLOSURE 1
APPENDIX C - USAG MIAMI TELEWORK COMPONENT-SPECIFIC TERMS AND
CONDITIONS

1. Agreement Administration. Telework will be administered in accordance with: (a)
IMCOM Regulation 690-610, Civilian Personnel Work Schedules, Chapter 7 — Telework;
(b) IMCOM Form 1B — IMCOM Telework Schedule Employee-Management Contract
Agreement, IMCOM Form 1C — Telework Schedule Request and Approval Form,
IMCOM Form 1D — Supervisor-Employee Checklist Telework Program, and IMCOM
Form 1E — Safety Checklist Employee Certification Telework Program; and (c) this DD
Form 2956 — Telework Agreement.

2. Audit Documentation. Employee is required to send the following emails to his/her
supervisor during each duty day telework is performed:

a. Start of Telework Day. Send an email from *.civ@mail.mil account at the
beginning of the duty day with subject line: “Telework TA Audit-Last Name-DD MMM
YY-Started Duty Day”. Within the body of the email, provide the status of phone line
and VPN. For example: “My desk phone of (XXX) XXX-XXXX has been transferred to
my personal line and my government computer with VPN is functional.”

b. End of Telework Day. Send an email from *.civ@mail.mil account at the end of
the duty day with subject line: “Telework TA Audit-Last Name-DD MMM YY-Ended
Duty Day”. Within the body of the email, include a summary of tasks performed. For
example:

kkkkkkkhkkhkkkhkkkhkkkhkkkkkhhhhhhhhhkhkhkkkhkkkkkkhhhhhhhhhhkkhkkkkhkkhkkkhhhhhhhhhkkhkkkhkkkkkkkkkkkhkkkkkkkkkk

Summary of Tasks Performed During Telework Period
1. Section I: Regular / Re-Occurring.
a. List of actions completed during telework period
b. # of responses to customer emails during telework period

c. # of customer calls initiated / received during telework period

2. Section 2: Projects. Explain progress made on assigned projects during
telework period.

3. Section 3: Training. List training completed during the telework period.

Employee Signature Block

hkkkhkhhhhhhhhhkhkhhkhhhhhhhhhhhhhhkhkhkhkhkhkhkhkhhhhhhhhhhhkhkhkhkhkhkhkhkhkhhhhhhhhhhhkhkhkhkhkhkhkhkhkhkhkhkhkkkkkkkkk
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ENCLOSURE 1
APPENDIX C - USAG MIAMI TELEWORK COMPONENT-SPECIFIC TERMS AND
CONDITIONS

2. Time and Attendance.

a. Employee (APF only) is required to annotate the appropriate telework code within
the Automated Time and Attendance Payroll System (ATAAPS). Regular hours are
recorded as normal and then the telework reason codes are associated with those
hours using the NtDiff/Haz/Oth function: (1) TW = Telework Regular (and Recurring); (2)
TS = Telework Situational (ad-hoc non-medical); TM = Telework Medical (ad-hoc
medical).

b. Procedures for request and approval of overtime or compensatory time during
telework periods are the same as procedures for request and approval of overtime or
compensatory time during non-telework periods.

c. Procedures for request and approval of leave during telework periods are the
same as procedures for request and approval of leave during non-telework periods.

3. Phone and Computer Operability.

a. Phone. Employee is required to transfer his/her desk phone to his/her personal
phone line so that customers, colleagues and supervisors can reach the employee via
telephone at his/her office number during telework periods. Employee is required to
notify his/her supervisor in his/her start of telework email that his/her telephone either
has or has not been transferred. If employee’s telephone has not been transferred,
he/she is responsible to explain why it has not been transferred and provide an
alternative means of being reached telephonically.

b. Computer. Employee is required to ensure he/she has a fully functioning
government computer with VPN access so that he/she can perform his/her assigned
missions and functions. Employee is required to notify his/her supervisor in his/her start
of telework email that his/her computer and VPN access either are or are not
functioning properly. If not functioning properly for more than two hours, Employee’s
supervisor will give him/her the option to report to the traditional worksite or take leave
or compensatory time off (if applicable).

Page 2 of 2
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ENCLOSURE 1 — TELEWORK REQUEST PROCESS

1. Telework requests will be processed IAW Figure 1.

FIGURE 1 - TELEWORK REQUEST PROCESS

Step 1 - Supervisor
determines if employee is
eligible for telework.

Step 2 - Employee submits
complete telework request
packet to supervisor.

Step 3 - Supervisor
reviews, completes,
provides concur or non-
concur with reasons
specified, and submits
request packet to
Director/Office Chief.

Step 4 - Director/Office
Chief reviews, completes,
provides concur or non-
concur with reasons
specified, and forwards to
Deputy Garrison Manager
(DGM).

v

Step 5 - DGM briefs GM
and obtains decision.
DGM returns completed
packet with Garrison
Manager (GM) decision to
Director/Office Chief.

Step 6 - Director/Office
Chief communicates GM
decision to employee and
his/her supervisor.

Step 7 - If approved,
Director/Office Chief
ensures supervisor and
employee adhere to
ATAAPS guidance and
retain time and attendance
and performance records
required in component-
specific instructions.

Step 8 - If approved and
subsequently terminated,
Director/Office Chief
ensures appropriate
termination documentation
is completed and retained.

2. Telework request process steps.

a. Step 1: Supervisor determines eligibility. Telework is a business solution that
allows employees to perform mission-related work away from their traditional worksite
provided their position is suited for telework and they exhibit suitable work performance.
Supervisors will verify telework eligibility before an employee completes a telework

request packet.

(1) Position Eligibility.

(@) The employee’s Civilian Personnel Online (CPOL) “telework indicator”
code for “Position Info” must reflect as eligible for telework (Appendix A-Telework
Codes). Telework requests will not be processed for employees whose “telework
indicator” for “Position Info” reflects as ineligible for telework.

(b) If the “Position Info” “telework indicator” is inaccurate in CPOL, the
supervisor can update the “telework indicator” by going to CPOL AutoNOA (Appendix B-
Instructions for Telework Indicator Site)

Page 1 of 5
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ENCLOSURE 1 — TELEWORK REQUEST PROCESS

(2) Employee Eligibility.

(a) The employee’s CPOL “telework indicator” code for “Employee Info” must
reflect as eligible for telework (Appendix A-Telework Codes). Telework requests will not
be processed for employees whose “telework indicator” for “Employee Info” reflects as
ineligible for telework. If the “Employee Info” “telework indicator” is inaccurate in CPOL,
the supervisor can update the “telework indicator” by going to CPOL AutoNOA

(Appendix B-Instructions for Telework Indicator Site).
(b) The employee must have:

1. Demonstrated dependability and the ability to handle responsibility.

2. The ability to prioritize work effectively and utilize good management
and organizational skills.

3. A performance rating at the 3 level-equivalent or above.

(c) The employee cannot:

1. Be newly appointed to a trainee or entry level position or serving on a
probationary period.

2. Have any unresolved security issues.

3. Have had time and attendance issues within the past 2 years.

4. Have had issues with respect to misuse or abuse of government IT
equipment within the past 2 years.

5. Have had any performance or conduct issues within the past 1 year.

b. Step 2: Employee submits telework request packet to supervisor. A complete
telework request packet includes:

(1) Optional Form 41, Routing and Transmittal Slip with “Remarks” section
annotated with “Telework Agreement Request — Last Name, First Name.”

(2) DD Form 2946, Department of Defense Telework Agreement.
(a) Include the language provided in Appendix C-USAG Miami Telework
Component-Specific Terms and Conditions in the “Component-Specific Terms and

Conditions” box.

(b) Leave block 13 blank. If approved, block 13 will be signed by the GM.
The GM is the only authorized Designated Approval Authority (DAA).

Page 2 of 5
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ENCLOSURE 1 — TELEWORK REQUEST PROCESS

(3) IMCOM Form 1B, IMCOM Telework Schedule Employee-Management
Contract Agreement. Leave “Section VIl — Responsible Official Signature” blank. If
approved, this section will be signed by the GM. The GM is the only authorized DAA.

(4) IMCOM Form 1C, Telework Schedule Request and Approval Form. Leave
“Section Il — Approval” blank. If approved, this section will be signed by the GM. The
GM is the only authorized DAA.

(5) IMCOM Form 1D, Supervisor-Employee Checklist Telework Program.

(6) IMCOM Form 1E, Safety Checklist Employee Certification Telework
Program.

(7) Completion certificate for OPM’s “Telework Fundamentals — Employee
Training”. Training can be accessed at https://www.telework.gov/training-
resources/telework-training/virtual-telework-fundamentals-training-courses/employee-
course/index.htm.

c. Step 3: Supervisor reviews, completes, and submits request packet to
Director/Office Chief.

(1) Supervisor reviews all documents for accuracy and completeness.
(2) Supervisor concurs or non-concurs with request.

(a) If Supervisor concurs with request, he/she completes and signs the
following:

1. DD Form 2946 (“Section Il — Safety and Technology/Equipment
Checklists” blocks 6 & 7)

2. IMCOM Form 1B (“Section VIl — Supervisor Signature”)

3. IMCOM Form IC (“Section Il - Recommendation”)

4. IMCOM Form ID (“Supervisor’s Signature”)

5. IMCOM Form 1E (“Supervisor’s Signature”)

(b) If Supervisor non-concurs with request, he/she writes a note of non-
concurrence specifying the reasons why telework cannot be supported. Refer to
reference b, appendix d for “Deciding Official Framework for Telework Determination.”

(3) Supervisor completes staff action packet which includes the following:

(a) Optional Form 41 annotated with initials and date.

(b) Note of Non-Concurrence (if applicable).

Page 3 of 5
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(c) CPOL Position Summary Print Out with “telework indicator” highlighted.
(d) CPOL Person Summary Print Out with “telework indicator” highlighted.
(e) DD Form 2946 (with Block 13 blank).

(f) IMCOM Form 1B (with Section VIII blank).

(g) IMCOM Form 1C (with Section Il blank).

(h) IMCOM Form 1D (completed).

(i) IMCOM Form 1E (completed).

() Employee completion certificate for OPM'’s “Telework Fundamentals —
Employee Training”. Training can be accessed at https://www.telework.gov/training-
resources/telework-training/virtual-telework-fundamentals-training-courses/employee-
course/index.htm.

(k) Supervisor's completion certificate for OPM’s “Telework Fundamentals —
Manager Training”. Training can be accessed at https://www.telework.gov/training-
resources/telework-training/virtual-telework-fundamentals-training-courses/managers-
course/index.htm.

d. Step 4: Director/Office Chief reviews, completes, and submits request packet to
DGM.

(1) Director/Office Chief reviews staff action packet for accuracy and
completeness.

(a) Ensures all documents required in step 3 are provided.

(b) Adds Director/Office Chief completion certificate for OPM’s “Telework
Fundamentals — Manager Training”. Training can be accessed at
https://www.telework.gov/training-resources/telework-training/virtual-telework-
fundamentals-training-courses/managers-course/index.htm.

(2) Director/Office Chief concurs or non-concurs with request by completing
Optional Form 41.

(3) Director/Office Chief forwards staff action to DGM.

Page 4 of 5
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ENCLOSURE 1 — TELEWORK REQUEST PROCESS
e. Step 5: DGM briefs GM and obtains decision.
(1) If GM approves:
(a) Optional Form 41 will be signed indicating approved.

(b) DD Form 2946, IMCOM Form 1B, and IMCOM Form 1C will be signed in
the appropriate locations.

(c) Executive Officer (XO) will retain hard copy staff action, scan and retain
electronic copy of staff action, and provide electronic copy of staff action to requesting
Director/Office Chief and Director of Human Resources.

(2) If GM disapproves:

(a) Optional Form 41 will be signed indicating disapproved.

(b) XO will scan and provide electronic copy of completed staff action to
requesting Director/Office Chief and Director of Human Resources. XO will return

completed hard copy staff action to requesting Director/Office Chief.

f. Step 6: Director/Office Chief communicates GM decision to employee and his/her
supervisor.

g. Step 7: Director/Office Chief ensures supervisor and employee adhere to time
and attendance guidance provided in enclosure 2.

h. Step 8: If approved and subsequently terminated, Director/Office Chief ensures
appropriate termination documentation is completed and retained.

(1) If applicable, ensure bargaining unit obligations are met prior to terminating
an approved telework agreement.

(2) Complete and retain the following:

(a) DD Form 2946, Section IV — Notice of Telework Arrangement
Cancellation.

(b) IMCOM Form 1G — Telework-Notice Termination of Participation

(3) Provide electronic copies of completed DD Form 2946 and IMCOM Form 1G
to Director of Human Resources.
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ENCLOSURE 2 - TIME & ATTENDANCE DOCUMENTATION

1. Audit Documentation. Employee is required to send the following emails to his/her
supervisor during each duty day telework is performed:

a. Start of Telework Day. Send an email from *.civ@mail.mil account at the
beginning of the duty day with subject line: “Telework TA Audit-Last Name-DD MMM
YY-Started Duty Day”. Within the body of the email, provide the status of phone line
and VPN. For example: “My desk phone of (XXX) XXX-XXXX has been transferred to
my personal line and my government computer with VPN is functional.”

b. End of Telework Day. Send an email from *.civ@mail.mil account at the end of
the duty day with subject line: “Telework TA Audit-Last Name-DD MMM YY-Ended
Duty Day”. Within the body of the email, include a summary of tasks performed. For
example:

hhkkhkkhhhhhhhhhhhhhhhhrhhhhhhdhhdddhhhhhrhhhhrhhhdddhddhdrhhrhrhhhdhdhddddddhhhhhhhhrhrhdrdhdiidrd

Summary of Tasks Performed During Telework Period
1. Section |: Regular / Re-Occurring.

a. List of actions completed during telework period
b. # of responses to customer emails during telework period
c. # of customer calls initiated / received during telework period

2. Section 2: Projects. Explain progress made on assigned projects during
telework period.

3. Section 3: Training. List training completed during the telework period.

Employee Signature Block

khkkkkkkkkhkkhhkhkhhhkhhhkhhhhhhkhhhhhhhkhhhhkhhhhkhhhhhkhkhkhkhhhhkhhkhhhkhhhkhhhhhkhhhkhhhhhkhkhkhkhkhhhhhkhhkhkkhkhhkhkkk

2. Automated Time and Attendance Payroll System (ATAAPS). In accordance with
reference b, paragraph 7-4, Appropriated Fund (APF) employees on approved telework
agreements are required to annotate the appropriate telework code using the codes
below. In ATAAPS, these are added and recorded as a reason code associated to the
hours worked. Regular hours are recorded as normal and then the telework reason
codes are associated as applicable using the NtDiff/Haz/Oth function (see figures 1-4).

e TW — Telework Regular (and Recurring): Approved work schedule for eligible
employees who regularly work at least one day per biweekly pay period at an
alternative worksite.

e TS — Telework Situational (ad-hoc non-medical): Approved telework performed
on occasional, one-time, or irregular basis. Telework of less than one day per
pay period is considered situational.
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ENCLOSURE 2 — TIME & ATTENDANCE DOCUMENTATION

e TM — Telework Medical (ad-hoc medical): Approved telework for a particular
employee as deemed necessary by the Command for medical reasons.

Employees are responsible for recoding their applicable telework codes prior to
concurring with their timecard. Supervisors are responsible for reviewing and ensuring
the accuracy of telework codes prior to certifying an employee timecard.

FIGURE 1 - Log into ATAAPS, View TimeCard, Select “NtDiff/Haz/Oth” button

Menu | Logout| Help(?)
Timekeeping: Labor

Go to Bottom

Logged In As: BUCCELLATO, GRETA M UIC: W1H1AA
Team: 40434261 - GARRISON CDR

Employee: BUCCELLATO, GRETA M

Begin Pay Period : 2020-Mar-15 2020 Mar-15 ¥ | <<| ==| PayPeriod
NtDifffHaz/Oth: No Concur: No Certified: No Sent To Payroll: No  View Leave

Employee Hours
24 26 26 27 28

March, 15 16 17 18 19 20 21 22 23
Cost Center Job Order Act Type |Type Hr | Sun | Mon | Tue | Wed | Thu Fri Sat Sun | Mon | Tue | Wed | Thu Fri Sat | Total
|E)| 40434261 1000010010298 RG ¥ 8.00f 8.00| 8.00| 8.00| &.00 8.00)| 8.00| 8.00| 8.00| 8.00 8000
Scheduled Hours| 0.00 | 800 | 800 | 800 | 800 | 800 | 0.00 | 000 | 800 | 800 | 800 | 800 | 800 | 0.00 | 80.00
Reportegiia galsiours| 0.00 | 8.00 | 800 | 8.00 | 800 | 800 | 0.00 | 0.00 | 8.00 | 800 | 800 | 8.00 | 8.00 | 0.00 | 80.00

Save| DeleteRow | CopyRow @ NtDiff/Haz/Oth

InsertRow | Refresh | Summary | Create LU

Go to Top

FIGURE 2 - Go to the date telework was performed and select “Add” in the “HZ/Oth” row.

Menu | Logout| Help (7)
Timekeeping: Labor

Go to Bottom

Logged In As: BUCCELLATO, GRETA M UIC:W1H1AA
Team: 40434261 - GARRISON CDR

Employee: BUCCELLATO, GRETA M
Begin Pay Period: 2020-Mar-15 2020 Mar-15 ¥ | <<| >>| PayPeriod
NtDifffHaz/Oth: No Concur: No Certified: No  Sent To Payroll: No  View Leave

mployee Hours
22 23 24 25 26 27 28

March 15 16 17 18 19 20 2

Cost Center Job Order Act Type |TypeHr | Sun | Mon | Tue | Wed | Thu Fri Sat Sun | Mon | Tue | Wed | Thu Fri Sat | Total
@] 40434261 1000010010298 RG ¥ 8.00| 800 800j 800 800 8.00| 8.00| 800 800 800 80.00
Sub Acct v NIDiff 0.00
User Data Hz/Cth Add | Add g Add M Add | Add Add | Add | Add | Add | Add

FLSA Add | Add | Add | Add | Add Add | Add | Add | Add | Add
Scheduled Hours| 0.00 | 800 | 800 | 800 | 800 | 800 000 | 0.00 | 800 | 800 | 800 | 800 | 8.00 | 0.00 | 80.00
Reported to Scheduled Hours| 0.00 | 8.00 | 800 | 800 | 800 | 800 | 0.00 | 0.00 | 800 | 800 | 800 | 800 | 8.00 | 000 | 80.00

Save | DeleteRow | CopyRow | NtDifffHaz/Oth | InsertRow | Refresh | Summary | Create LU |

Go to Top
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IMAG-ZA
SUBJECT: Command Policy Memorandum #13, Telework

ENCLOSURE 2 — TIME & ATTENDANCE DOCUMENTATION

FIGURE 3 - Select reason code, dates to which applicable, and “reason” button.

Menu | Logout | Help (7)
Extended Labor Attributes

Employee Information

Employee: BUCCELLATO, GRETAM
Date: 3/18/2020
Job QOrder: 1000010010298
OP Code:
Type Hours: RegGrd

Grievance and Appeals
E=Tel

WK e
Telework Ad Hoc/Situational
Telework Reqular

Remove| Cancel|

March 15 16 17 | 18§ 19 20 21 22 23 24 25 26 27 28
Sun Mon Tue fWedd Thu Fr Sat Sun Mon Tue Wed Thu Fn Sat
| | v | | | | | | |

FIGURE 4 - You will see the selected telework code reflected in the “Hz/Oth” row.

Menu | Logout| Help(?)
Timekeeping: Labor

Go to Bottom

Employee Information
Logged In As: BUCCELLATO, GRETA M UIC: W1H1AA
Team: 40434261 - GARRISON CDR
Employee: BUCCELLATO, GRETA M
Begin Pay Period: 2020-ar-15 2020-Mar-15 ¥ | <<| =>| PayPeriod
NiDifffHaz/Oth: Yes Concur: No Certified: No Sent To Payroll: No  View Leave

March 16 17 19

Cost Center |Job Order Act Type |Type Hr Mon | Tue Thu
40434261 1000010010298 RG ¥ 8.00| 8.00 8.00
Sub Acct v NtDiff|
User Data Hz/Oth Add | Add TS Add

FLSA Add | Add | Add | Add
Scheduled Hours| 0.00 | 8.00 | 800 | 800 | 800
Reported to Scheduled Hours| 0.00 | 8.00 | 8.00 | 8.00 | 8.00
Save | DeleteRow | CopyRow | NitDifffHaz/Oth | InsertRow | Refresh | Summary | Create LU

Go to Top

3. Leave. Procedures for request and approval of leave during telework periods are the
same as procedures for request and approval of leave during non-telework periods.
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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

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 |, 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
3.1.(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 (Pll) is strictly prohibited.

PIl 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.qg., 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
work at the regular worksite on scheduled telework day(s) if necessary

to accomplish the mission.

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.

COMPONENT-SPECIFIC TERMS AND CONDITIONS
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DEPARTMENT OF DEFENSE
TELEWORK AGREEMENT

(Read Privacy Act Statement and Terms of Agreement before completing this form.)

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, 6. ALTERNATE WORKSITE ADDRESS (Street, Apartment Number,
State and ZIP Code) City, State and ZIP Code) (May be TBD under emergency situations)
7. ALTERNATE WORKSITE TELEPHONE NUMBER (Include Area 8. ALTERNATE WORKSITE EMAIL ADDRESS (Address for official
Code) emails if different from office email address. Identification of personal
email address is not required.)
9. TELEWORK ARRANGEMENT IMPLEMENTATION DATES 10. TOUR OF DUTY (X one) (Attach copy of biweekly work schedule)
(Agreement should be revalidated at least once every 2 years) FIXED
a. START (YYYYMMDD) b. END (YYYYMMDD)
[ ]FLEXIBLE
[ ] comPRESSED
11. TELEWORK ARRANGEMENT (X one)

[ | REGULAR AND RECURRING | | SITUATIONAL
Regular and Recurring Telework Schedule: Number of Days per Week or Pay Period
Days of the Week (e.g., Mon, Wed, Thur)

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.qg., 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)
| also verify that | have completed approved telework training.
15. EMPLOYEE SIGNATURE |:| | also verify that | have completed approved telework training. 16. DATE (YYYYMMDD)
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SECTION Il - SAFETY CHECKLIST

SAFETY FEATURE )| ves NO

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.

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

9. EMPLOYEE SIGNATURE 10. DATE (YYYYMMDD)
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SECTION Ill - TECHNOLOGY/EQUIPMENT CHECKLIST

D)

TECHNOLOGY/EQUIPMENT

(Indicate all that apply)

(2)
REQUIREMENT
(Y or N)

®3) (4)

OWNERSHIP: REIMBURSEMENT
AGENCY OR PERSONAL BY COMPONENT
(AorP) (Y orN)

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:

6. SUPERVISOR'S SIGNATURE

7. DATE (YYYYMMDD)

8. EMPLOYEE SIGNATURE

9. DATE (YYYYMMDD)

DD FORM 2946, DEC 2011
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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)

[ |empLovee [ | MANAGEMENT

3. REASON(S) FOR CANCELLATION

4. GOVERNMENT-FURNISHED EQUIPMENT/PROPERTY RETURNED
LIST PROPERTY AND DATE OF RETURN: I:l YES I:l NO

5. SUPERVISOR'S SIGNATURE 6. DATE (YYYYMMDD)

7. EMPLOYEE SIGNATURE 8. DATE (YYYYMMDD)
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IMCOM TELEWORK SCHEDULE

EMPLOYEE - MANAGEMENT CONTRACT AGREEMENT
For use of this form, see IMCOM Regulation 690-610; proponent is the G1

The following constitutes the terms and conditions of the Telework Agreement between employee and supervisor

SECTION | - EMPLOYEE INFORMATION

a. Name: (Last, First, MI.) b. Job Title:
c. Pay Plan, Series, Grade: d. Organization:
e. Telephone Number: f. E-mail:

g. Employee's Official duty station for such purposes as special salary rates, locality pay adjustments and travel is:

The official duty station address corresponds to that on the employee’s most recent SF 50, Notification of Personnel Action

SECTION Il - ALTERNATE WORK SITE

QO

. Telework duty station address (street, city, state, zip code) and phone number: Personal Residence [ ] Yes [ | No

o

. Employee alternate work site address (street, city, state, zip code): (if applicable)

SECTION Ill - AGREEMENT

1. The above mentioned employee volunteers to participate in the Telework Program and to adhere to the applicable policies,
guidelines and procedures. The supervisor concurs with employee participation and agrees to adhere to applicable policies,
guidelines and procedures.

2. The employee is approved to work at the alternate work-site specified in Section Il according to the work schedule indicated in
Section IV.

3. Participation in the program will begin and end on the dates indicated in Section IV unless unforeseeable difficulties require
earlier termination.

4. Changes to the Telework Agreement: Employee must be available to work at the traditional work-site on telework days on an
occasional basis, if necessary to meet work requirements. A request by the employee to change their scheduled telework day in
a particular week or bi-weekly pay period will be accommodated by the supervisor whenever possible and consistent with mission
requirements. A permanent change in the telework arrangement requires completing a new telework agreement.

5. Work-at-home: The employee is responsible to ensure that a proper work environment is maintained while working in a
telework capacity by adhering to the following:

IMCOM Form 1-B, FEB 2014 PREVIOUS EDITIONS ARE OBSOLETE Page 1 of 3
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a. The employee is required to designate one area in the home as the official work-site or office area that is suitable for
the performance of official government business. The government's potential liability is restricted to this office work or office area
for the purpose of telework.

b. The employee will complete and sign the Safety Checklist IMCOM Form 1-E) that proclaims the home as safe for an
official home work-site and to ensure that the environment allows tasks to be performed safely. The checklist must be completed
within 5-working days from telework approval.

c. Employee agrees to permit access to the home work-site by agency representatives as required, during normal duty-
hours, to ensure proper maintenance of government-owned property, safety standards and to ensure compliance with the terms
of the telework agreement.

d. The government is not responsible for any operating costs that are associated with the employee using their personal
residence as an alternate work-site, including home maintenance, insurance or utilities.

6. Time and Attendance and Overtime: The supervisor agrees to certify bi-weekly the time and attendance for hours worked at
the regular office and the alternate workplace and to make sure the employee's timekeeper has a copy of the employee's work
schedule.

7. Work Performance: Employee agrees to complete all assigned work according to procedures mutually agreed upon by the
employee and the supervisor and according to guidelines and standards in the employee's performance plan. A decline in the
employee's performance may be grounds to terminate the alternative-workplace arrangement.

8. Emergency Dismissal or Closing: Employee will continue to work at the alternative work-site during emergency closures on the
employee's regularly-scheduled telework day. Employee is required to work at the alternate work-site during emergency closures
even if that day is not a regular telework day or a day with specific approval for an ad hoc telework.

9. Security and Equipment:

a. No classified documents (hard copy or electronic) may be taken to employee's alternate work-site. Sensitive
unclassified material, to include Privacy Act and For Official Use Only (FOUQ) data or documents, may be used by teleworkers
on government-furnished equipment.

b. Employee is responsible for the security of all official data and for the protection of any government-furnished
equipment and property at the alternate work-site.

c. Common Access Card (CAC) reader will be used for government official duties only.

d. The organization is responsible for the maintenance of the CAC reader. Employee agrees to bring the CAC reader
into the office for maintenance. Employee will return the CAC reader and materials to the organization at the conclusion of the
telework arrangement or at the supervisor's request.

10. Liability: The government is not liable for damages to employee's personal or real property while the employee is working at
the approved alternate work-site, except to the extent the government is held liable by the Federal Tort Claims Act or the Military
and Civilian Employees Claims Act.

11. Injury Compensation: The employee is covered under the Federal Employees Compensation Act when injured or suffering
from work-related illnesses while conducting official government business. The employee agrees to notify the supervisor
immediately of any accident or injury that occurs at the alternate work-site while performing official duties and to complete the
required form.

12. Standards of Conduct: Employee continues to be bound by the DoD standards of conduct while working at the alternate
work-site and when using government-furnished equipment.

13. Termination of the Telework Agreement: Either the employee or the supervisor can terminate this telework agreement at will.
Management will terminate this telework agreement if the employee's performance does not meet the prescribed standard or the
telework arrangement fails to meet the needs of the organization.

14. Disclosure: The employee agrees to protect government records from unauthorized disclosure or damage and will comply
will comply with requirements of the Privacy Act of 1974, 5 USC 552(a).
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SECTION IV - TELEWORK SCHEDULE

a. Telework Start Date: b. Telework Stop Date:

c. The employee's work schedule is approved as indicated in the blocks below.

DAY WEEK 1* DUTY HOURS WEEK 2* DUTY HOURS

* The supervisor will identify whether the workday is a regular work day (traditional work-site), a telework day, or a regular day off (RDO) and if
the employee is also participating in the Compressed Work Schedule (CWS) Program. Duty hours should be reflective of the number of hours
the employee is required to work for their 80-hour bi-weekly pay period.

SECTION V - WORK SCHEDULE COMMENTS

SECTION VI - EMPLOYEE SIGNATURE

By signing this agreement, the employee certifies that s(he) has read the terms of this agreement and agrees to follow the
policies and procedures outlined and other policies and procedures as applicable.

Signature Date

SECTION VII - SUPERVISOR SIGNATURE

By signing this agreement, the immediate supervisor of the employee certifies the position of the employee is suitable for telework
and the employee is eligible for telework..

Signature Date

SECTION VIl - RESPONSIBLE OFFICIAL SIGNATURE

The application and agreement is approved as written.

Signature Date

The supervisor, employee and timekeeper must each keep a copy of this agreement for reference.
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TELEWORK SCHEDULE REQUEST AND APPROVAL FORM
Refer to IMCOM Regulation 690-610 for guidance to complete this form, the proponent is G1

Voluntary Participation: Employee voluntarily agrees to work at the employer-approved alternate workplace indicated below and to follow all
applicable policies and procedures. Employee recognizes the the telework agreement is not an employee entitlement but an additional method
the employer may approve to accomplish work.

Salary and Benefits: Employer agrees that a telework arrangement is not basis for changing the employee's salary or benefits.

Note: IMCOM Form 1-B, Telework Schedule Employee-Management Contract Agreement and IMCOM Form 1-E, Safety Checklist must
be completed upon telework approval.

SECTION | - REQUEST

1. Employee Name 2. Job Title 3. Organization

4. Grade and Job Series 5. Date of Last Performance Evaluation | 6. Last Performance Rating

7. Type of Telework Requested (Core Telework or Situational) | 8. Number of Days Per Week Employee Requests Telework

9. Alternate Work-site: (Home Office or Alternate Work Area) l\?;-(;grr:r?qlco)ggteioiefglr{%t Telework as a Reasonable

11. Description of Work to be Performed (must align with employee's performance objectives)

12. Telework Tour of Duty (e.g., 0830-1700 w/30min lunch)  |13. Day(s) of the Week Employee Requests to Telework
[ ] Monday [] Tuesday [ ] Wednesday
[] Thursday [] Friday

14. Equipment and Software Required: (e.g., Common Access Card (CAC) Reader and ActivCard Gold Software)

SECTION Il - RECOMMENDATION

a. Supervisor's Recommendation b. Number of Days Per Week Telework is Recommended
c. Supervisor Signature Date
d. Employee Signature Date
SECTION lll - APPROVAL
a. Approving Official's Recommendation b. Number of Days Per Week Telework is Approved
c. Approving Officials Signature Date

d. Reason(s) for Disapproval
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Supervisor - Employee Checklist
Telework Program

Refer to IMCOM Regulation 690-610 for guidance to complete this form, proponent is G1

Supervisors should use this checklist to ensure telework requirements are met and participating employees understand the policies and
procedures of the Telework Program. After an item is completed, place a check mark next to the item and annotate date completed.

COMPLETED DATE

1. Guidelines, policies and procedures of the telework program have been explained to the n

employee.

2. The employee's most recent performance appraisal rating is fully successful-level (level 3) ]

or higher (or equivalent levels).

3. The provisions governing premium pay have been explained to the employee, including n

the requirement that supervisory approval is required in advance of working overtime.
4. Performance expectations have been discussed with the employee. Standards are in n

place and have been agreed upon.

5. Policies and procedures covering classified, secure and privacy data have been explained n

to the employee.

6. The employee has been given safety guidelines, which identify safety and adequacy n

issues that the employee needs to consider.

7. Equipment issued to the employee has been documented. ]

8. Policies and procedures for the care and maintenance of government furnished equipment n

have been explained and are clearly understood.

Employee's Signature Date

Supervisor's Signature Date

PREVIOUS EDITIONS ARE OBSOLETE IMCOM V1.00ES
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SAFETY CHECKLIST
EMPLOYEE CERTIFICATION

TELEWORK PROGRAM
Refer to IMCOM Regulation 690-610 for guidance to complete this form, proponent is G1

This checklist is used to assess the overall safety of the home work-site. The employee will complete the checklist, sign and return it to the
supervisor within 5-calendar days after signing IMCOM Form 1-B (Telework Schedule Employee-Management Contract Agreement).

SECTION | - WORKPLACE ENVIORNMENT

[]Yes []No 1. Temperature, noise, ventilation and lighting levels are adequate for maintaining your normal level of job performance.
[JYes []No 2-Aisles, doorways and corners are free of obstructions and permit visibility and movement.

[JYes []No 3-File cabinets and storage closets are arranged so drawers and doors do not enter into walkways.

[JYes [JNo 4. All electrical equipment is free of recognized hazards that would cause physical harm.

(frayed wires, bare conductors, loose wires or fixtures, exposed wiring on ceiling or floor)
[JYes [JNo 5 Phone lines, electrical cords and surge protectors are secured under a desk or along a baseboard.

SECTION Il - COMPUTER WORKSTATION

[JYes [JNo 1.Chairisadjustable.

[JYes [JNo 2. Back is adequately supported by a backrest.

[JYes []JNo 3. It is easy to read the text on the computer screen.
[[JYes []No 4 Thecomputerscreen is free from noticeable glare.
[]Yes [JNo 5. The placement of the monitor and keyboard is adequate.
[JYes [JNo 6. When keying, forearms are parallel with the floor.

[JYes [JNo 7. Wristsare straight when keying.

SECTION lll - EMPLOYEE INFORMATION

Employee Name Home Telephone Number (Area code first)

Location of Designated Home Office or Work Area (Street, City, State, Zip Code)

Position Organization Supervisor Name

SECTION IV - SIGNATURES

Employee's Signature Date

Supervisor's Signature Date

IMCOM Form 1-E, MAR 2014 PREVIOUS EDITIONS ARE OBSOLETE IMCOM V1.00ES






Telework - Notice of Termination of Participation
Refer to IMCOM Regulation 690-610 for guidance to complete this form, proponent is G1

Effective date

Name of Employee:

Name of Supervisor:

REASON(S) FOR TERMINATION

The reason(s) for this action are:

Possible Reason(s) (not all inclusive):

. The arrangement no longer supports the mission.

. Performance standards are not being met or conduct is unacceptable.
. Normal production or quality of work is not being maintained.

. Costs of the arrangement became impractical.

. Technology changes require return to the regular office.

. There is a change in work requirements.

. Employee did not comply with the terms of the agreement.

. Employee is being counseled or disciplined for leave abuse.

. Employee is needed at the work-site.

OCoO~NOOOHAWN-=-

Telework is not a right and may be terminated at the discretion of the supervisor or at the employee's request.
Supervisors should provide advance notice to the employee of the termination. All disputes will be handled through the

employee's applicable grievance procedures.

SIGNATURES

Employee Signature

Date

Immediate Supervisor Signature

Date

Send a copy to the unit timekeeper

IMCOM Form 1-G, MAR 2014 PREVIOUS EDITIONS ARE OBSOLETE
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DATE
ROUTING AND TRANSMITTAL SLIP

TO: (Name, Office Symbol, Room Number, Building, Agency/Post) Initials Date

1.

2.

3.

4.

5.

6.

7.

8.
Action File Note and Return
Approval For Clearance Per Conversation
As Requested For Correction Prepare Reply
Circulate For Your Information See Me
Comment Investigate Signature
Coordination Justify

REMARKS

DO NOT use as a RECORD of approvals, concurrences, disposals,
clearances, and similar actions.

FROM: (Name, Organization Symbol, Agency/Post) Room Number - Building

Phone Number

AUTHORIZED FOR LOCAL REPRODUCTION National Stock Number OPTIONAL FORM 41 (REV. 5/2020)
Previous Edition is Usable 7540-00-935-5862






Department of Defense

INSTRUCTION

NUMBER 1035.01
April 4, 2012
Incorporating Change 1, Effective April 7, 2020

USD(P&R)
SUBJECT: Telework Policy
References: See Enclosure 1
1. PURPOSE. In accordance with the authority in DoD Directive 5124.02 (Reference (a)), this
Instruction:
a. Reissues DoD Instruction 1035.01 (Reference (b)).

b. Establishes policy, assigns responsibilities, and prescribes procedures for implementing
DoD telework programs.

c. Implements the provisions of sections 6501 through 6506 of title 5, United States Code
(U.S.C.), as added by Public Law 111-292 (also known as the “Telework Enhancement Act of
2010”) (Reference (c)); section 359 of Public Law 106-346 (Reference (d)); and sections 101 and
206 of title 37, U.S.C. (Reference (e)).

2. APPLICABILITY. This Instruction applies to:

a. OSD, the Military Departments, the Office of the Chairman of the Joint Chiefs of Staff
and the Joint Staff, the Combatant Commands, the Office of the Inspector General of the
Department of Defense, the Defense Agencies, the DoD Field Activities, and all other
organizational entities within the DoD (hereinafter referred to collectively as the “DoD
Components”).

b. Employees (as defined in the Glossary) and Service members where indicated in the
Instruction and at the discretion of the Heads of the OSD and DoD Components.

3. DEFINITIONS. See Glossary.
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4. POLICY. Itis DoD policy that telework shall be:

a. Actively promoted and implemented throughout the DoD in support of the DoD
commitment to workforce efficiency, emergency preparedness, and quality of life. Telework
facilitates the accomplishment of work; can serve as an effective recruitment and retention
strategy; enhance DoD efforts to employ and accommodate people with disabilities; and create
cost savings by decreasing the need for office space and parking facilities, and by reducing
transportation costs, including costs associated with payment of transit subsidies.

b. Authorized for the maximum number of positions to the extent that mission readiness is
not jeopardized.

c. Used to the broadest extent possible by eligible employees on a regular and recurring
basis, up to and including full-time telework, or a situational basis at an approved alternative
worksite. Telework, however, is not an entitlement.

d. Periodically exercised to ensure its effectiveness in continuing operations in the event of a
crisis or national emergency (e.g., pandemic influenza).

e. Used to help create employment and return-to-work opportunities for veterans, people
with disabilities, and spouses of Service members and employees being relocated.

5. RESPONSIBILITIES. See Enclosure 2.

6. PROCEDURES. See Enclosure 3.

7. INFORMATION COLLECTION REQUIREMENTS. The DCPAS Annual Telework Report
referred to in paragraph 7.f. of Enclosure 2 has been assigned Report Control Symbol (RCS)
DD-P&R(A)2433 in accordance with DoD Manual 8910.01 (Reference (f)).

8. RELEASABILITY. Cleared for public release. This Instruction is available on the
Directives Division Website at https://www.esd.whs.mil/Directives/.

Change 1, 04/07/2020 2
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9. SUMMARY OF CHANGE 1. The change to this issuance updates references and
organizational titles and removes expiration language in accordance with current Chief
Management Officer of the Department of Defense direction.

10. EFFECTIVE DATE. This Instruction is effective April 4, 2012.

Enclosures
1. References
2. Responsibilities
3. Procedures
Glossary

Change 1, 04/07/2020 3
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ENCLOSURE 1

REFERENCES

DoD Directive 5124.02, “Under Secretary of Defense for Personnel and Readiness
(USD(P&R)),” June 23, 2008

DoD Instruction 1035.01, “Telework Policy,” October 21, 2010 (hereby cancelled)
Sections 6501 through 6506 of title 5, United States Code, as added by Public Law 111-292
(also known as the Telework Enhancement Act of 2010)

Section 359 of Public Law 106-346, “Department of Transportation and Related Agencies
Appropriations Act 2001,” October 23, 2000

Sections 101 and 206 of title 37, United States Code

DoD Manual 8910.01, “DoD Information Collections Manual,” June 30, 2014, as amended
DoD Directive 8000.01, “Management of the Department of Defense Information
Enterprise (DoD IE),” March 17, 2016, as amended

DoD Directive 8100.02, “Use of Commercial Wireless Devices, Services, and
Technologies in the Department of Defense (DoD) Global Information Grid (GIG),”
April 14, 2004

DoD Instruction 8500.01, “Cybersecurity,” March 14, 2014, as amended

DoD Instruction 5400.11, “DoD Privacy and Civil Liberties Programs,” January 29, 2019
DoD 5400.11-R, “Department of Defense Privacy Program,” May 14, 2007

Sections 791 and 794a of title 29, United States Code (also known as “The Rehabilitation
Act of 1973, as amended”)

Sections 531.605, 550.112(g), 550.409, 551.422, and 2635.704 of title 5, Code of Federal
Regulations

DoD Instruction 5200.01, “DoD Information Security Program and Protection of Sensitive
Compartmented Information (SCI),” April 21, 2016, as amended

Section 552a of title 5, United States Code (also known as the “Privacy Act of 1974”)
DoD Manual 5400.07, “DoD Freedom Of Information Act (FOIA) Program,” January 25,
2017

Office of Management and Budget Memorandum 07-16, “Safeguarding Against and
Responding to the Breach of Personally Identifiable Information”, May 27, 2007

Office of Management and Budget Memorandum 06-16, “Protection of Sensitive Agency
Information, June 23, 2006

Section 423 of title 41, United States Code (also known as section 27 of the “Office of
Federal Procurement Policy Act, as amended”)

Federal Acquisition Regulation, current edition

Defense Federal Acquisition Regulation Supplement, current edition

Page 13845 of Volume 71, Federal Register, March 17, 2006

Section 620 of Public Law 104-52, “The Treasury, Postal Service, and General
Government Appropriations Act of 1996, November 19, 1995

Sections 1346(b), 1402(b), 2401(b), and 2761-1680 of title 28, United States Code (also
known as “The Federal Tort Claims Act”)

Section 3721 (also known as “The Military Personnel and Civilian Employees Claims
Act”) of title 31, United States Code
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(z) Chapter 81 of title 5, United States Code (also known as “The Federal Employees’
Compensation Act”)

(aa) Chapter 18 of title 33, United States Code (also known as “The Longshore and Harbor
Workers” Compensation Act”)

(ab) Section 630 of Public Law 105-277, “Omnibus Consolidated and Emergency Supplemental
Appropriations Act, 1999,” October 21, 1998

(ad) DoD Directive 8140.01, “Cyberspace Workforce Management,” August 11, 2015, as
amended

Change 1, 04/07/2020 6 ENCLOSURE 1
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ENCLOSURE 2

RESPONSIBILITIES

1. UNDER SECRETARY OF DEFENSE FOR PERSONNEL AND READINESS
(USD(P&R)). The USD(P&R) shall oversee the development and implementation of a telework
policy for the DoD.

2. DEPUTY ASSISTANT SECRETARY OF DEFENSE FOR CIVILIAN PERSONNEL
POLICY (DASD(CPP)). The DASD(CPP), under the authority, direction, and control of the
USD(P&R), through the Assistant Secretary of Defense for Readiness and Force Management
(ASD(R&FM)), shall:

a. Develop DoD telework policy, guidelines, procedures, and processes.

b. Designate a DoD Telework Managing Officer (TMO) to implement, monitor, and
evaluate the DoD’s telework implementation program for compliance with this Instruction and
section 6505 of Reference (c); serve as an advisor for DoD leadership; and serve as a resource
for DoD Components.

c. Develop telework marketing materials.

d. Coordinate telework information technology requirements with the DoD Chief
Information Officer (DoD CIO).

3. DEPUTY ASSISTANT SECRETARY OF DEFENSE FOR MILITARY PERSONNEL
POLICY (DASD(MPP)). The DASD(MPP), under the authority, direction, and control of the
USD(P&R), through the ASD(R&FM), shall assist the DASD(CPP) with developing telework
policies pertaining to military personnel.

4. ASSISTANT SECRETARY OF DEFENSE FOR MANPOWER AND RESERVE AFFAIRS
(ASD(M&RA)). The ASD(M&RA), under the authority, direction, and control of the
USD(P&R), shall assist the DASD(CPP) with developing telework policies pertaining to the
Reserve Components.

5. DIRECTOR, DEFENSE HUMAN RESOURCE ACTIVITY (DHRA). The Director, DHRA,
under the authority, direction, and control of the USD(P&R), shall:

a. Prepare consolidated reports on DoD-wide employee telework participation rates.
Coordinate with the TMO to assess the progress made in achieving telework participation goals
during the reporting period and other DoD goals relating to telework (e.g., the impact of telework

Change 1, 04/07/2020 7 ENCLOSURE 2
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on emergency preparedness, recruitment, and retention) and submit to the Office of Personnel
Management (OPM) for the annual Status of Telework in the Federal Government Report to
Congress.

b. Prepare DoD telework eligibility status reports.

6. DoD CIO. The DoD CIO shall:

a. Develop strategies and provide guidance for enterprise information technology
capabilities and data security required to support telework.

b. Oversee the evaluation of new and emerging technologies that facilitate telework and
approve them for DoD-wide use, as appropriate.

c. Establish criteria and guidelines for using and protecting Government furnished
equipment (GFE) and non-GFE, including personally owned equipment, to access DoD
information systems and networks to perform telework.

7. HEADS OF THE OSD AND DoD COMPONENTS. The Heads of the OSD and DoD
Components shall:

a. Develop, implement, and operate telework programs in accordance with law, this
Instruction, and other applicable DoD policies.

b. Delegate authority for telework implementation to subordinate authorities as deemed
appropriate.

c. Designate a Component Telework Coordinator or Manager to implement and evaluate the
Component telework program for compliance with this Instruction and sections 6501 through
6506 of Reference (c); serve as an advisor for Component leadership; and serve as a resource for
supervisors and employees.

d. Actively promote telework within their respective Components, consistent with
accomplishing their respective assigned missions, and make every effort to overcome artificial
barriers to program implementation through education and training for leadership and
supervisors on telework benefits and performance in a telework environment and the value of
integrating telework into continuity of operations (COOP) activities.

e. Designate positions to indicate telework eligibility and require documentation in the
position record in the Defense Civilian Personnel Data System (DCPDS) or equivalent human
resources system. Determine eligibility for all Component employees to telework; require
documentation of employee telework eligibility in the employee record in DCPDS. Make
telework position determinations when establishing new positions or filling vacant positions that
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were not previously designated for telework eligibility. Notify all Component employees of their
telework eligibility.

f. Establish annual Component telework participation goals, track employee participation,
monitor goal progress, and provide employee telework eligibility and participation data to
Defense Civilian Personnel Advisory Service (DCPAS) for submission to OPM for the annual
Status of Telework in the Federal Government Report to Congress.

g. Require employees or Service members who are eligible to telework and their supervisors
to be fully trained on telework procedures including information technology and data security,
and safety requirements consistent with the guidance in DoD Directives 8000.01 and 8100.02;
DoD Instructions 5400.11 and 8500.01; and DoD 5400.11-R (References (g) through (K)).
Delegate authority to excuse those employees who are teleworking under an approved telework
agreement as of the date of the issuance of this Instruction from mandatory training to
subordinate authorities as deemed appropriate consistent with the guidance in section 6503 of
Reference (c).

h. Require all employees who are authorized to telework to complete DD Form 2946,
“Department of Defense Telework Agreement,” available on the Directives Division Website at
https://www.esd.whs.mil/Directives/forms/.

i. Monitor and assess Component telework implementation to ensure compliance with this
Instruction, Component specific guidance, and collective bargaining agreements, as applicable.
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ENCLOSURE 3

PROCEDURES

1. TELEWORK APPLICABILITY. Telework is an effective strategy for mission
accomplishment, ensuring COORP in a crisis, and recruiting and retaining valued talent.
Telework also benefits the environment by reducing traffic congestion and decreasing energy
consumption and pollution. Telework can be used:

a. On aregular and recurring basis.
b. On a situational, non-routine, or ad hoc basis:

(1) To perform large projects, tasks that require concentration and uninterrupted blocks
of time for successful completion, or to accomplish routine job tasks when practicable.

(2) For supervisor or commander directed Web-based distance and continuous learning,
including educational requirements required by law or regulation. Training requested by an
employee or Service member is subject to the supervisor’s or commander’s approval, as
applicable, and must conform to the provisions of applicable regulations.

(3) When the regular worksite is closed during adverse or inclement weather conditions
(e.g., snow emergencies, floods, hurricanes) or with supervisor approval when OPM announces
that Government offices are open with the option for unscheduled telework when severe weather
conditions or other circumstances disrupt commuting and compromise employee safety. More
information on unscheduled telework options can be found in OPM’s Washington D.C.
Dismissal and Closure Procedures at http://www.opm.gov/oca/compmemo/dismissal.pdf. While
this OPM instruction is intended to apply to situations affecting Federal employees in the
Washington D.C. area, Federal Executive Boards coordinate similar procedures in other
metropolitan areas based on this guidance. Components are authorized to implement this
guidance when the local Commander makes operation status decisions for weather-related
conditions for installations or sites outside of the Washington D.C. area.

c. As aregular or situational, arrangement for employees or Service members with
impairments, as appropriate. The DoD Computer/Electronic Accommodations Program may
provide services and accommodations (e.g., assistive devices and technology) for employees or
Service members with impairments teleworking under an approved telework arrangement. In the
case of covered employees, telework arrangements may be a form of reasonable accommodation
pursuant to sections 791 and 794a of title 29, U.S.C. (also known as “The Rehabilitation Act of
1973, as amended”) (Reference (I)). The Rehabilitation Act of 1973, as amended, does not apply
to military personnel.

d. Periodically (as practice) to prepare for COOP and an efficient transition to telework in
the event of an emergency situation.
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2. TELEWORK ELIGIBILITY

a. The Department of Defense shall determine the eligibility of all employees to participate
in telework. Eligible employees shall be permitted to telework to the maximum extent possible
without diminished individual or organization performance. All employees shall be notified of
their eligibility to telework.

b. Service member eligibility is discretionary and determined by the relevant commander or
supervisor, consistent with this Instruction and Component specific guidance.

c. Foreign national employee eligibility and implementation will be determined jointly by
the relevant overseas Service component commanders [OR SUPERVISORY], in accordance with
the joint committee process applicable to the country concerned, and consistent with applicable
host nation laws and regulations as well as international agreements and implementing
arrangements.

d. Telework eligibility criteria should be applied impartially and consistently without
prohibited factors being considered.

e. Supervisors or commanders should allow maximum flexibility for employees or Service
members to telework to the extent that mission readiness or accomplishment is not compromised.
Regular, routine use of telework programs will allow supervisors, employees, and Service
members to identify and resolve technology, equipment, communications, workflow, and
associated issues that could impact the efficiency of mission accomplishment and inhibit the
transparency of remote work.

f. Telework is a discretionary workplace flexibility. Although use of telework is
encouraged, employees cannot be ordered to telework, unless the employee’s duties are
designated as mission-critical and the employee is required to report to an alternative worksite or
the employee’s telework agreement addresses this requirement. In certain situations based on the
following criteria, positions or employees may be identified as ineligible for telework. However
when an employees’ position is ineligible for telework, there may be circumstances or portions
of employees’ work (e.g., reading and analyzing documents, and preparing reports or other types
of correspondence) when the employees in these positions may be considered for telework on a
situational basis:

(1) Employees in positions that require, on a daily basis, direct handling of classified
materials. Classified work at an approved alternative secure location may be allowed contingent
on individual DoD Component requirements regarding such work, when situations warrant.

(2) Employees in positions that require, on a daily basis, an on-site activity or face-to-
face personal contacts that cannot be handled remotely or at an alternative worksite (e.g., hands-
on contact with machinery, equipment, or vehicles; direct patient care).

(3) Employees whose performance or conduct warrants more close supervisory direction
than telework may provide; whose rating of record is below fully successful (or its equivalent);
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whose conduct has resulted in disciplinary action within the past 12 months; or who have
unresolved security issues that might influence telework eligibility (e.g., based on personal
conduct, handling protected information, or use of information technology information systems).

(4) Employees recently assigned or newly appointed to trainee or entry level positions.
The length of time for which the employee is deemed ineligible for telework is at the
Component’s discretion and should be based upon criteria identified and addressed in the
Component’s telework guidance (e.g., the employee’s performance within the first 6 months in
the position or at mid-term review is at an acceptable level).

g. Employees in positions determined not normally suitable for telework as cited in
subparagraphs 2.f.(1) through (4) of this enclosure may become eligible to telework in an
emergency situation if their functions are designated as mission-critical.

h. DoD Components shall review the criteria at subparagraphs 2.f.(1) through (4) of this
enclosure to determine employee eligibility to participate in telework on either a regular or
situational basis.

i. Employees shall not be authorized to telework consistent with the guidance set forth in
section 6502 of Reference (c) if:

(1) The employee has been officially disciplined for being absent without permission for
more than 5 days in any calendar year.

(2) The employee has been officially disciplined for violations of subpart G of the
Standards of Ethical Conduct of Employees of the Executive Branch for viewing, downloading,
or exchanging pornography, including child pornography, on a Federal Government computer or
while performing Federal Government duties consistent with the guidance set forth in section
2635.704 of title 5, Code of Federal Regulations (Reference (m)).

3. TELEWORK REQUIREMENTS

a. Supervisor Functions

(1) Determine employee eligibility for regular and recurring or situational telework
consistent with the requirements of paragraphs 2.a. through h. of this enclosure and Component
guidance and collective bargaining agreements, as applicable.

(2) Notify employees of their eligibility to telework.
(3) Participate in telework training prior to approving employees’ telework agreements

and allow them to telework consistent with the requirements of paragraph 3.1. of this enclosure
and Component guidance.
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(4) Approve or deny requests for telework based upon mission requirements, employee
performance, current disciplinary actions, inappropriate work habits, and the needs of the
workgroup. Complete, sign, and maintain a DD Form 2946, consistent with the requirements of
subparagraphs 3.d.(1) through (6) of this enclosure and Component guidance when an
employee’s request to telework is approved. Base denial of telework requests on mission
requirements, performance, conduct, or the needs of the workgroup (e.g., office coverage).
Justify, in writing, the basis for the denial or termination of telework on the DD Form 2946.
Include information about when the employee may reapply or actions that the employee should
take to improve his or her chance of approval, when practicable.

(5) Ensure adequate worksite coverage during business hours so that mission operations
continue to be carried out efficiently and effectively and teleworkers and onsite employees are
treated equitably.

(6) Ensure teleworkers are held accountable for GFE.
(7) Terminate telework arrangements if an employee’s performance or conduct does not
comply with the terms of the telework agreement or if the teleworking arrangement fails to meet

organizational needs.

b. Employee Functions

(1) Participate in telework training prior to entering into a written telework agreement
consistent with the requirements of paragraph 3.1. of this enclosure and Component guidance.

(2) Complete DD Form 2946 detailing the location of the alternative worksite consistent
with the requirements of subparagraphs 3.d.(1) through (6) of this enclosure and Component
guidance. If requesting telework at home, designate one area in the home as the official work
station for purposes of telework, ensure that the designated area complies with safety
requirements, and complete the self-certification safety checklist. Report any work-related
accident or injury occurring at the alternative worksite and provide the supervisor with medical
documentation related to the accident or injury.

(3) Protect all controlled unclassified information (CUI) as defined in DoD Instruction
5200.01 (Reference (n)) including Privacy Act or For Official Use Only data, and classified
(where applicable and authorized at a secure alternative location) data and comply with all
criteria and guidelines for information and electronic security consistent with subparagraphs
3.1.(1) through (5) of this enclosure and Component guidance.

(4) Safeguard and ensure appropriate use of GFE consistent with subparagraphs 3.9.(1)
through (5) of this enclosure and Component guidance.

(5) Work at the regular worksite on scheduled telework days if called for by mission
requirements.
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(6) Contact the supervisor to request unscheduled telework when Government
employees are provided this option consistent with subparagraph 3.i.(3) of this enclosure and
Component guidance.

(7) Maintain a required performance level of at least the fully successful level or
equivalent.

(8) Code and report approved telework time in the Component Time and Attendance
System.

c. Service Member Functions. Service member responsibilities are at the discretion of the
Heads of the OSD and DoD Components and where indicated in this Instruction.

d. Telework Agreements

(1) All employees who are authorized to telework shall complete a DD Form 2946. The
DD Form 2946 shall be signed and dated by the employee and supervisor and maintained by the
employee’s supervisor. Components are encouraged to include a DD Form 2946 in the new
employee on-boarding packages for those employees occupying telework eligible positions to
ensure that they are aware of their telework responsibilities, should telework be offered or
requested. Information on telework responsibilities should be posted throughout the workplace
and included in periodic training events.

(2) Employees with mission-critical duties and those who may be required to telework in
the case of a COOP event, office closure due to adverse or inclement weather, or pandemic
health crisis shall have a DD Form 2946 in place.

(3) Completed DD Forms 2946 should outline the specific work arrangement agreed
upon and address the logistics of alternative workplace arrangements such as the employee’s
work schedule, security requirements for DoD information, safety requirements for the
alternative worksite, supplies and equipment issued, protection of GFE, the supervisor’s
expectations of a teleworker’s performance, and the employee’s emergency response telework
responsibilities. All telework agreements, regardless of the employee’s emergency response
status, should address:

(@) The employee’s telework location (e.g., the employee’s home or other approved
alternative worksite such as a telework center, when appropriate).

(b) Telework requirements when the regular worksite is closed (e.g., emergency
dismissal due to adverse weather conditions such as snow emergencies, floods, hurricanes, or
any other type of emergency situation) or when OPM announces that Government offices are
open with the option for unscheduled telework when severe weather conditions or other
circumstances disrupt commuting and compromise employee safety.

(c) Instructions on whether classified (where applicable and authorized at a secure
alternative location) and CUI data is authorized for use at the telework location. If so, criteria for
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the proper encryption, storage, safeguarding, and return of such information and data shall be
consistent with subparagraphs 3.f.(2)(a) through (c) of this enclosure. The DD 2946 shall also
include Component specific guidance and criteria.

(d) That the employee may not be authorized to telework if the employee’s
performance does not comply with the terms of the telework agreement.

(4) If the employee’s home is the telework location, it is the responsibility of the
employee to make certain that a safe work environment is maintained while teleworking.
Employees should designate one section of the home as the telework work station for purposes
of the telework agreement and complete and sign a self-certification safety checklist as part of
the initial submittal of the DD Form 2946 prior to beginning the telework arrangement.

(5) Telework agreements shall be reviewed by the supervisor and teleworker, re-
validated at least every 2 years, and revised when appropriate. A new DD Form 2946 should be
completed when a new supervisor is responsible for the employee.

(6) Teleworkers may be required to return to the regular worksite on scheduled telework
days based on operational requirements (e.g., to attend a specific meeting). A recall to the office
for operational reasons is not a termination of the telework agreement. Requests by teleworkers
to change their scheduled telework day(s) in a particular week or biweekly pay period should be
accommodated by the supervisor where practicable, consistent with mission requirements. A
permanent change of the telework agreement must be reflected by approval of a new DD Form
2946.

e. Official Worksite. Designation of the official worksite shall be established for an
employee on an approved regular telework schedule on a case-by-case basis consistent with the
guidance in section 531.605 of Reference (m). The official worksite for an employee covered by
a telework agreement is the location of the regular worksite for the employee’s position (i.e., the
place where the employee would normally work absent a telework agreement), as long as the
employee is scheduled to report physically at least twice each biweekly pay period on a regular
and recurring basis to the regular worksite. The employee’s official worksite may involve an
arrangement where the employee has no dedicated space at the worksite, but uses alternative
arrangements when working at the official worksite location (e.g., desk sharing, hoteling, or hot
desking). In the case of a telework employee whose work location varies on a recurring basis,
the employee does not need to report at least twice each bi-weekly pay period to the regular
worksite established by the agency as long as the employee is performing work within the same
geographic area (established for the purpose of a given pay entitlement) as the employee’s
regular worksite.

(1) When an employee’s worksite is changed from the official worksite to the telework
location in a permanent arrangement, a Standard Form 50, “Notification of Personnel Action,” or
equivalent nonappropriated fund form must be completed by the servicing human resources
office. Supervisors and employees should be aware of the implications of this arrangement.
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(a) Employees are compensated based on the location of their official worksite (i.e.,
when the telework location is the employee’s official worksite, locality pay would be based on
the location of the telework site, not the regular worksite).

(b) Employees are entitled to reimbursement for official business travel to the regular
worksite when the employee teleworks full-time from a location outside of the local commuting
area, and his or her alternative worksite has been determined as his or her official duty station.

(2) Reassignment of the employee from the official worksite to the telework site may
also have implications for a reduction in force (e.g., the telework site may be a different
competitive area than the regular worksite).

f. Security Considerations. Employees or Service members are responsible for safeguarding
all DoD information, protecting GFE and Government property, and performing assigned duties
while teleworking in support of Component mission requirements. Government-furnished
computer equipment, software, and communications, with appropriate security measures, are
required for any telework arrangement that involves CUI data.

(1) Employees and Service members in telework arrangements shall not take classified
documents (hard copy or electronic) to their homes or alternative worksites. If classified
telework is authorized at an approved alternative secure location, teleworkers shall comply with
the procedures established by the DoD Component regarding such work.

(2) Employees and Service members must protect CUI, including Privacy Act or For
Official Use Only data, consistent with the guidance set forth in Reference (j); section 552a of
title 5, U.S. C. (also known as the Privacy Act of 1974) (Reference (0)); and DoD Manual
5400.07 (Reference (p)); as well as DoD Component policy.

(a) Teleworking employees who access Personally Identifiable Information (PIl) may
only do so on encrypted GFE requiring two-factor authentication for access, in accordance with
OMB Memorandum 07-16 (Reference (q)).

(b) Extraction of P1I from DoD systems onto GFE used for teleworking is prohibited
unless approved by a manager and logged and erased in accordance with the requirements of
OMB Memorandum 06-16 (Reference (r)).

(c) The use of personal e-mail accounts for P1I transmission is strictly prohibited. PII
may only be e-mailed between Government email accounts and must be encrypted and digitally
signed.

(3) Employees and Service members must protect CUI or contractor proprietary data
restricted by section 423 of title 41, U.S.C. (also known as section 27 of the “Office of Federal
Procurement Policy Act, as amended”) (Reference (s)) or data otherwise restricted by the Federal
Acquisition Regulation (Reference (t)) or the Defense Federal Acquisition Regulation
Supplement (Reference (u)) or other acquisition policies.
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(4) Employees and Service members must comply with criteria and guidelines
established by the DoD CIO and their respective Components for using both GFE and non-GFE
and for access to DoD information systems and networks to perform telework.

(5) Employees and Service members who telework from home must comply with criteria
and guidelines established by their respective Components for keeping Government property and
information safe and secure. Restrictions may apply to employees or Service members located
outside of the continental United States as determined by DoD Component criteria and
guidelines.

g. Equipment and Office Supplies. DoD Components should provide the necessary
equipment and office supplies (e.g., paper, toner, and printer ink) for use with GFE for
employees and Service members who telework on a regular and recurring basis, within
budgetary constraints, based on the nature and type of work performed. Equipment and supplies
may be furnished for employees and Service members who telework on a situational basis when
practicable. Employees must comply with equipment usage requirements set forth in the
telework agreement. The General Services Administration (GSA) offers guidelines for
equipment and support that agencies may provide to teleworkers on page 13845 of VVolume 71,
Federal Register (Reference (v)).

(1) GFE should be approved for employees or Service members who telework on a
regular and recurring basis and for situational teleworkers, when practicable. The local
Component commander or supervisor should determine the propriety of furnishing and installing
GFE and software. The Component will be responsible for the service and maintenance of GFE.

(2) DoD remote access software may be installed onto Government-furnished and
personally-owned computers to enable access to unclassified DoD systems and networks
consistent with criteria and guidelines established by the DoD CIO and the employee’s or
Service member’s respective DoD Component requirements.

(3) GFE shall be used for official use and authorized purposes only. Family members
and friends of employees or Service members are not authorized to use GFE and materials. GFE
must be returned to the DoD Component at the conclusion of teleworking arrangements or at the
Component’s request.

(4) Use of personally owned computers to access unclassified DoD systems or networks
remotely must comply with the criteria and guidelines for using personal equipment established
by the DoD CIO and the employee’s or Service member’s respective DoD Component
requirements.

(5) The employee or Service member is responsible for the installation, repair, and
maintenance of all personally-owned equipment and other incremental costs associated with the
residential worksite. Operating costs associated with the teleworker using their personal
residence as the alternative worksite including home maintenance, insurance, or utilities (e.g.,
heat, electricity) will not be assumed by the DoD.
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(6) DoD Components may use appropriated funds to install telephone lines, broadband,
or other necessary telecommunications equipment in a private residence and fund appropriate
monthly expenses for employees that telework on a regular and recurring basis, when the
purpose is for official Government business consistent with the guidance set forth in section
1348 note of title 31, U.S.C. (Reference (w)) (also known as “The Treasury, Postal Service, and
General Government Appropriations Act of 1996”). Components may also issue a calling card,
provide a cell phone, or reimburse for long-distance (domestic and international) telephone
expenses if incurred as a result of official business.

(7) The DoD is not liable for damages to the employee’s or Service member’s personal
or real property while the employee or Service member is working at home, except to the extent
the Government is liable under sections 1346(b), 1402(b), 2401(b), and 2761-1680 of title 28,
U.S.C. (also known as “The Federal Tort Claims Act”) (Reference (x)) or section 3721 of (also
known as “The Military Personnel and Civilian Employees Claims Act”) (Reference (y)).

(8) Employees are covered by chapter 81 of title 5, U.S.C. (also known as “The Federal
Employees’ Compensation Act” (Reference (z)) when injured or suffering from work-related
illnesses while conducting official Government business at the telework location. The DoD’s
potential exposure to liability is restricted to the designated official alternative worksite.
Employees paid from nonappropriated funds are covered under chapter 18 of title 33, U.S.C.
(also known as “The Longshore and Harbor Workers” Compensation Act”) (Reference (aa)).
Employees should notify their supervisors if injured while teleworking and provide their
supervisors with medical documentation related to the injury.

h. Telework Centers

(1) DoD Components are authorized, consistent with section 630 of Public Law 105-277
(Reference (ab)), to fund costs associated with renting space, including equipment and utilities,
at telework centers as practicable. Components may provide employees with a cell phone or
calling card to cover long distance telephone charges while working at a telework center.

(2) Security requirements prescribed in this Instruction apply to all employees who
telework, including those who telework from telework centers.

i. Emergency Situations

(1) Employees or Service members who perform mission-critical duties may be required
to work from home or an alternative worksite such as a telework center during an emergency
situation. Components shall require these employees to complete a DD Form 2946. The
telework agreement should address the telework location and work expectations. Supervisors
will include a description of emergency duties with the telework agreement if emergency duties
are different from the employee’s normal duties. During any period that a Component is
operating under the COOP plan, that plan shall supersede the telework policy and the provisions
of the telework agreement. Telework agreements are not required for Service members.
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(2) In the event of a pandemic health crisis, employees with COOP responsibilities,
Service members, and employees who do not have COOP responsibilities, but are trained and
equipped to telework, may be asked to telework to prevent the spread of germs. These
employees or Service members should telework on a regular basis to ensure their proficiency and
telework’s effectiveness in continuing operations. Employees or Service members in positions
not typically eligible for telework should telework on a situational basis when feasible. These
employees shall have a signed DD Form 2946 in place.

(3) Employees approved for regular and situational telework who are not able to report
to their assigned office location due to office closure or dismissal from a natural or manmade
emergency event (e.g., hurricane, earthquake, wildfire, flooding, act of terrorism) or when OPM
announces that Government offices are open with the option for unscheduled telework when
weather conditions or other circumstances disrupt commuting and compromise employee safety,
shall telework each regularly scheduled work day during the emergency situation, when the
capability to telework is available at the alternative worksite. When Government offices are
closed to the public, designated employees who are unable to work due to personal situations or
other circumstances (e.g., illness, dependent care responsibilities, loss of electrical power,
evacuation by local authorities, or the employee cannot access materials necessary to continue
work during the emergency) shall attempt to contact a supervisor to request leave appropriate for
those circumstances or to be excused from duty. Supervisors may administratively excuse
designated teleworkers from teleworking on a case-by-case basis. If the worksite office is open
and circumstances prevent the employee from teleworking, the employee may report to the
worksite or request leave as practicable. If the teleworker is unable to communicate with his or
her supervisor to be excused from duty and cannot maintain their remote working status, the
teleworker should follow the Component’s emergency guidance, orders, and procedures (e.g.,
outlined in COOP and other applicable emergency management plans). Any requirement that a
teleworker continue to work during an office closure or early dismissal shall be included in the
employee’s DD Form 2946.

(4) When an employee’s residence or other approved alternative worksite has been
designated as a safe haven during an emergency, such as a pandemic health crisis evacuation, the
supervisor may assign any work necessary, as long as the employee has the skills to perform the
assigned work, without regard to the employee’s grade or pay band level. In cases where a safe
haven is designated, a DD Form 2946 does not need to be in place consistent with the guidance
in section 550.409 of Reference (m).

(5) Employees or Service members designated as mission-critical should telework on a
regular basis to ensure their proficiency and telework’s effectiveness in continuing operations in
the event of an emergency or pandemic. Mission-critical employees in positions not typically
eligible for telework should telework on a situational basis, when feasible. Such employees shall
have a signed DD Form 2946 in place.

J. Work Schedules and Compensation

(1) Employees who telework must be at their alternative worksite during their scheduled
tours of duty.
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(2) Employees may not use telework as a substitute for dependent care (e.g., child or
elder care).

(3) Employees who telework may also have alternative work schedules at the discretion
of the supervisor.

(4) Employees may work part of the day at their approved alternative worksite and part
of the day at the traditional worksite to accommodate work schedules and personal commitments
(e.g., to attend a training course or a medical appointment located near the employee’s
alternative worksite prior to reporting to the regular worksite).

(5) Premium pay provisions that apply to work at the regular worksite also apply to
employees who telework. Employees may work overtime only when specifically ordered and
approved in advance by the supervisor. Instances in which employees perform overtime work
without prior supervisory approval may be cause for administrative or disciplinary action.

k. Time and Attendance. Time spent in a telework status must be accounted for and reported
in the same manner as if the employee reported for work at the regular worksite.

(1) Supervisors should establish appropriate procedures for documenting hours of work
and approved leave for teleworkers to ensure telework hours are appropriately coded as regular
and recurring, situational, or medical. DoD Components using the Defense Civilian Pay System
shall document these telework hours in the time and attendance system.

(2) Employees must record dates and times of telework accomplished so Component
telework usage can be tracked.

I. Telework Training. Employees authorized to telework and their supervisors shall
complete telework training prior to signing the telework agreement. Employees teleworking
under an approved telework agreement as of the date of this Instruction may be excused from
this requirement consistent with DoD Component guidance. Components are strongly
encouraged to provide updated information related to revised DoD and Component policy and
guidance to these specifically exempt employees and their supervisors. Comprehensive OPM
telework training courses for supervisors and employees are available at the joint OPM/GSA
telework website, http://www.telework.gov/tools_and_resources/training/index.aspx. OPM also
offers telework training for managers available through OPM’s Eastern and Western
Management Development Centers. Details on the Development Centers and course schedules
can be found at http://www.leadership.opm.gov. DoD Component Telework Coordinators or
their designees may provide training and consultation on telework matters to employees,
supervisors, and leaders. Employees, supervisors, and leaders shall be permitted to participate in
telework training during the work day. All employees and Service members who telework shall
be trained on accessing the unclassified DoD information technology network remotely
consistent with the guidance in References (g) and (h) and in the guidance set forth in DoD
Directive 8570.01 (Reference (ac)).
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m. Telework and Travel. The provisions in the guidance set forth in sections 550.112 and
551.422 of Reference (m) concerning time spent in a travel status are applicable to employees
who are directed to travel away from the alternative worksite during a period that is scheduled
for telework.

n. Performance Management

(1) Teleworkers and non-teleworkers shall be treated the same for the purpose of work
requirements, periodic appraisals of job performance, training, rewarding, reassigning,
promoting, reducing in grade, retaining and removal, and other acts requiring management
discretion.

(2) Performance standards for employees that telework should be the same as
performance standards for on-site employees.

(3) As with any supervisory relationship, work assignments to be performed or training
to be accomplished while on telework should be discussed, understood, and agreed to in advance
of the telework event.

(4) Supervisor expectations of an employee’s performance should be clearly addressed in
the DD Form 2946. As with on-site personnel, employees shall be held accountable for the
results that they produce while teleworking.

(5) Supervisors shall communicate expectations of telework arrangements, including
work assignments, office coverage, and staff communication to teleworking and non-teleworking
employees in the workgroup.

(@) Supervisors shall put procedures in place to maintain communication across all
members of a workgroup.

(b) Supervisors are responsible for the effective functioning of the workgroup.
However, employees are responsible for their availability and information sharing with the
workgroup. Supervisors and employees are responsible for ensuring the success of the telework
arrangement.

0. Telework Denial and Termination. A telework request may be denied by the supervisor.
A telework agreement may be terminated at the discretion of the supervisor or at the employee’s
request.

(1) When an employee’s request to telework is denied or an agreement is terminated by
the supervisor, the reasons for denial or termination should be documented in writing and given
to the employee. Denial or termination of telework agreements should be based on business
reasons (e.g., the telework agreement fails to meet the organization’s needs or the employee’s
performance does not meet the prescribed standard).
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(2) Employees may dispute the denial of telework, the reasons given for a denial, and the
termination of an existing telework agreement through Component administrative grievance
procedures. Bargaining unit employees may file a grievance through negotiated grievance
procedures.

Change 1, 04/07/2020 22 ENCLOSURE 3





DoDI 1035.01, April 4, 2012

GLOSSARY

PART I. ABBREVIATIONS AND ACRONYMS

DoD CIO DoD Chief Information Officer

ASD(M&RA) Assistant Secretary of Defense for Manpower and Reserve Affairs
CUl controlled unclassified information

COOP continuity of operations

DASD(CPP)  Deputy Assistant Secretary of Defense for Civilian Personnel Policy
DASD(MPP)  Deputy Assistant Secretary of Defense for Military Personnel Policy

DCPAS Defense Civilian Personnel Advisory Service
DCPDS Defense Civilian Personnel Data System
DHRA Defense Human Resource Activity

FMR Federal Management Regulation

GFE Government furnished equipment

GSA General Services Administration

OPM Office of Personnel Management

Pl personally identifiable information

TMO Telework Managing Officer

U.S.C. United States Code

USD(P&R) Under Secretary of Defense for Personnel and Readiness

PART Il. DEFINITIONS

These terms and their definitions are for the purpose of this Instruction.

alternative worksite. A place away from the regular worksite that has been approved for the
performance of assigned official duties. It may be an employee’s or Service member’s home, a
telework center, or other approved worksite.

CUI. A categorical designation that refers to unclassified information as defined in Reference
(n). The designation CUI replaces the term “sensitive but unclassified”.

COOP planning. An effort to ensure that the capability exists to continue agency essential
functions across a wide range of natural disasters or local or national declared emergencies.

Defense Civilian Pay System. A pay processing system used to pay DoD civilian employees.
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desk sharing. An arrangement in which two employees share the use of a single workspace
where each employee has a designated date or time for use of this space.

disciplinary action. Action taken to correct an employee’s performance or conduct. These
actions can range from oral admonishments; to written letters of reprimand; to suspension,
termination, or removal.

eligibility. Characteristics of the job position and the employee that identify suitability for
teleworking as determined by the supervisor or other appropriate management official in the
employee’s chain of command.

emergency situation telework. Telework performed in an employee’s or Service member’s home
or alternative worksite during a crisis situation or emergency event by those employees or
Service members who perform duties in support of mission requirements during crisis situations
or contingencies.

employee. A DoD civilian employee, to include foreign national employees, paid from
appropriated or nonappropriated funds.

Federal Executive Board. A group composed of the heads of all Federal departmental and
agency field offices, civilian and military that is the primary means for distributing information,
interagency training, and promoting discussion of Federal policies, activities, and management
issues for Federal Executives in the field (e.g., agencies located in major metropolitan areas in
the United States).

hot desking. An arrangement in which employees use non-dedicated, non-permanent
workspaces assigned on an unreserved first come, first-served basis.

hoteling. An arrangement where employees use non-dedicated, non-permanent workspaces,
assigned for use by reservation on an as-needed basis.

mission-critical duties. Job position functions that are identified as critical to performance of the
mission.

official worksite. Approved location where the employee regularly performs his or her duties.

on-boarding. Process that takes place when an employee enters a new position. The on-
boarding process involves integrating and acculturating new employees into the organization and
providing them with the tools, resources, and knowledge to become engaged, successful, and
productive early in the employment cycle.

reqgular worksite. Location where an employee would work absent an alternative worksite
arrangement.
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routine telework. An approved work arrangement where eligible employees work at an
alternative worksite as part of an ongoing, regular, and recurring schedule, typically on an
approved day or days during a bi-weekly pay period.

safe haven. Agency designated location such as an employee’s residence or an alternative
location mutually agreeable to the agency and the employee when employees are evacuated from
their worksites.

situational telework. Telework that is approved on a case-by-case basis, where the hours worked
were not part of a previously approved, ongoing and regular telework schedule (e.g., telework as
a result of inclement weather, medical appointment, special work assignments, or to
accommaodate special circumstances). Telework is also considered situational even though it
may occur continuously for a specific period and is also referred to as episodic, intermittent,
unscheduled, or ad hoc telework.

supervisor. Civilian management official, commander, or Service member who has
responsibility for directing and managing employee work and for approving and denying
employee telework agreements.

telework. A voluntary work arrangement where an employee or Service member performs
assigned official duties and other authorized activities during any part of regular, paid hours at an
approved alternative worksite (e.g., home, telework center) on a regular and recurring or a
situational basis. Telework includes remote work where an employee resides and works at a
location beyond the local commuting area of the employing organization’s worksite. Telework
does not include any part of work done while on official travel or mobile work, that is, work
characterized by routine and regular travel to customer or other worksites instead of a single
agency worksite (e.g., site audits, inspections, investigations, and property management).

telework agreement. A written agreement, completed and signed by an employee and the
authorized management official(s) via the DD Form 2946, that outlines the terms and conditions
of the telework arrangement.

telework center. A facility that provides a geographically convenient office setting with
workstations and other office facilities and services that are used by civilian employees from
more than one organization.

telework site. Alternative worksite location where an employee or Service member performs
assigned official duties.

unscheduled telework. A specific form of situational telework where an employee on an
approved telework agreement performs assigned official duties at home or another approved
worksite when Government offices are closed due to an emergency event or open, but severe
weather conditions or other circumstances disrupt commuting and compromise employee safety.
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Department of the Army IMCOM Regulation 690-610
Headquarters, United States Army

Installation Management Command

2405 Gun Shed Road, Bldg 2261

Fort Sam Houston, TX 78234-1223

15 May 2014

Civilian Personnel

CIVILIAN PERSONNEL WORK SCHEDULES

Summary. This regulation prescribes policies, responsibilities and procedures for
establishing Hours of Duty, Alternate Work Schedule (AWS), Telework, Compensatory
Time and Overtime policy within the Installation Management Command (IMCOM).

Applicability. This regulation applies to all Appropriated Fund and Nonappropriated
Fund IMCOM and US Army Environmental Command (USAEC) Civilian employees.

Supplementation. Supplementation of this regulation is prohibited.

Suggested Improvements. The proponent of this regulation is the Human Resources
Directorate (HRD). Users may send comments and suggested improvements on DA
Form 2028 (Recommended Changes to Publications and Blank Forms) directly to
Commander, IMCOM IMHR-C, 2405 Gun Shed Road, Fort Sam Houston, TX 78234-
1223.

Distribution. This regulation is available on the IMCOM Enterprise Publishing Portal.
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Chapter 1
General

1-1. Purpose.

a. This regulation establishes Civilian personnel policy regarding hours of work,
alternate work schedules and telework that are consistent with and support merit
system principles. These principles include equal compensation and employment
opportunities, workforce diversity goals and objectives, flexible work arrangements that
allow employees to balance their work and other (e.g., Family) responsibilities in a
manner that meets mission objectives. Any changes related to these programs must be
made IAW the negotiated agreements for bargaining unit employees.

b. Implementation of the policy shall include consideration of employee requests
for a tour of duty and approval of appropriate tours of duty IAW mission requirements
and timely projections for the need for overtime work (to be approved in advance and
within budget limits).

c. Allindividuals responsible for reporting, approving, reviewing or processing time
and attendance information, whether in the Automated Time Attendance and
Production System (ATAAPS), Time Labor Management System (TLMS) or paper
form, shall be held accountable for its accuracy, integrity and security IAW DOD
7000.14-R, DOD Financial Management Regulation, Volume 8, Civilian Pay Policy and
Procedures, Chapter 2. The discovery of any violations of internal controls, improper
input of time and attendance data or security breaches must be immediately reported to
an appropriate supervisory official.

d. The Director, G1, shall, in coordination with the G8, ensure the periodic
monitoring of effectiveness of the internal controls by reviewing records of the
implementation of these policies.

1-2. References.

Required and related publications and referenced forms are listed in Appendix A.
1-3. Explanation of Abbreviations and Terms.

The glossary contains abbreviations used in this regulation.

1-4. Records Management.

Records created as a result of processes prescribed by this regulation must be
identified, maintained and disposed of IAW AR 25-400-2, The Army Records
Information Management System (ARIMS) and DA Pam 25-403, Guide to

Recordkeeping in the Army. Record titles and descriptions are on the ARIMS at
https://www.arims.army.mil.
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Chapter 2
Responsibilities

2-1. Director, Human Resources, HQ IMCOM, will—

a. Direct the implementation of these policies and procedures and shall
periodically monitor internal control effectiveness.

b. Provide advice and guidance for supervisors and employees regarding the
basic administrative workweek, official hours of duty, alternate work schedule, overtime,
compensatory time, credit hours and telework through the Civilian Personnel Division,
Workforce and Sustainment Branch.

c. Implement an AWS program IAW DOD Instruction 1400.25, Volume 610, DOD
Civilian Personnel Management System: Hours of Duty.

d. Review statutory and regulatory changes in federal compensation and
implement changes as necessary.

e. Implement guidance to ensure positions are properly designated as exempt or
non-exempt based on the Fair Labor Standards Act (FLSA) guidance for federal
employees, according to part 551 of reference (e) in conjunction with the position
classification process.

f. Implement a telework program IAW Telework Enhancement Act of 2010 and
DOD Instruction 1035.01, Telework Policy.

g. Provide timekeeper training, advice, assistance and error resolution liaison
through the Customer Service Representative (CSR) function to employees and
timekeepers.

h. Compile reports and forward required information to HQ, Department of the
Army (HQDA).

2-2. Army Environmental Command will—

a. Implement the provisions contained in this regulation, including delegating
relevant authorities.

b. Manage the use of an AWS program and establish controls to ensure
accountability for hours worked and adequate coverage to provide mission essential
services during designated core hours.

c. Ensure fiscal responsibility by verifying availability of funds to cover overtime

costs and limiting the amount of overtime or compensatory time to what is necessary to
perform the work.
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d. Support the Command’s policy for telework and ensure AEC employees are
aware of the components of telework and remove artificial barriers to implementing
telework.

e. Determine availability of government-owned technology by IMCOM Information
Technology to support employees performing official duties at an alternative worksite.

2-3. Region directors will—

a. Implement the provisions contained in this regulation, including delegating
relevant authorities, as appropriate.

b. Manage the use of an AWS program and establish controls to ensure
accountability for hours worked and adequate coverage to provide mission essential
services during designated core hours.

c. Ensure fiscal responsibility by verifying availability of funds to cover overtime
costs and limiting the amount of overtime or compensatory time to what is necessary to
perform the work.

d. Support the Command’s policy for telework and ensure the region and
garrisons are fully aware of the components of telework and remove artificial barriers to
implementing telework

e. Determine availability of government-owned technology by IMCOM Information
Technology to support employees performing official duties at an alternative worksite.

2-4. HQ G6 will— provide guidance and assistance to subordinate activities on
required information technology services (computers, telephone service,
telecommunications equipment, etc.).

2-5. Garrison commanders or managers will—

a. Have overall responsibility for the implementation of the telework program for
IMCOM employees in their garrison.

b. Support the telework program and overcome artificial barriers to the program.

c. Determine availability of government-owned technology to support employees
performing official duties at their homes.

d. Provide program participation data and submit periodic reports when
requested.
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2-6. Supervisors will—

a. Plan, assign and schedule the work of employees under their supervision within
each employee’s basic workweek and consider alternatives to the assignment of
overtime work whenever practicable. Any changes should be made at least one pay
period in advance of the new tour of duty start date.

b. Establish a tour of duty for each employee.

c. Plan and approve travel when necessary for their employees. To the maximum
extent practicable, schedule the time to be spent by an employee in travel status within
the employee’s tour of duty.

d. Approve or disapprove reasonable travel modification requests IAW reference

().
e. Approve or disapprove requests for crediting compensatory time for travel.

f. Determine whether the approval of compensatory time for religious
observances shall significantly interfere with the accomplishment of an individual's
duties on a case-by-case basis.

g. Approve and certify employee time and attendance records within scheduled
time periods.

h. Review and reconcile any modifications to employees’ time and attendance
records within two pay periods of time reporting, IAW established procedures.

I. Ensure proper use of IMCOM Form 1-A, Aternate Work Schedule (AWS)
Agreement Employee — Management Contract (see Appendix A, Section Ill, Prescribed
Forms).

j. Approve, as appropriate, employee overtime request and authorization for
payment and other time and attendance documentation on IMCOM Form 1-H (see
Appendix A, Section lll, Prescribed Forms). Ensure that overtime/premium hours are
scheduled and approved in advance of the start of the administrative workweek.

k. Keep informed as to the attendance of employees for whom they are
responsible, including those assigned to duty stations away from the supervisor’'s
immediate area, and ensure the accuracy of time and attendance data.

[. Maintain supervision of employees under alternate work schedules during hours

of extended workdays to ensure proper certification of employees’ time and attendance
data.
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m. Monitor employee leave balance and ensure that “use or lose” leave is taken
during the leave year, that time-off awards and compensatory leave are used in the
requisite 26 pay periods.

n. Promote telework within their respective activity, make every effort to overcome
artificial barriers to program implementation, designate the maximum number of
positions for telework without compromising mission readiness and integrate telework
into continuity of operations activities.

0. Determine which positions are eligible for regular and recurring telework, based
on criteria for position and employee eligibility.

p. Recommend approval or disapproval of employee requests for telework and
telework agreements for regular and recurring or ad-hoc telework arrangements on DD
Form 2946 (see Appendix A, Section lll, Prescribed Forms) and ensure employees
complete the telework training as required. Supervisor forwards approval/disapproval
recommendation to the Designated Approval Authority (DAA) for decision.

g. Ensure government and employee-owned computers and other information
technology used for telework comply with security requirements, and approve its use
IAW AR 25-2, as authorized.

2-7. Employees will—
a. Submit a request for a tour of duty to the supervisor for approval.

b. Accurately record their labor hours worked, leave, approved and worked credit
hours, overtime, compensatory time, excused absence for physical fithess, other
excused absences and telework hours on ATAAPS for APF employees, or provided to
the NAF timekeeper for TLMS.

c. Document by input, review and certification the accuracy of the time report that
was submitted in ATAAPS or recorded in TLMS during absence (e.g., extended illness)
as soon as possible upon return to work.

d. Adhere to timely completion of time and attendance.

e. Submit requests for approval of overtime, by completing the IMCOM Form 1-H,
to the supervisor in advance, to the extent possible, for work to be performed and
forward to timekeepers as promptly as possible. Failure to do so may delay processing
to the following pay period.

f. Submit requests for absences by completing the OPM Form 71 “Request for

Leave or Approved Absence.” If the employee is unavailable to submit a request prior
to an absence, he or she must submit one upon returning to duty.
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g. Request any work schedule changes from the supervisor and ensure that
timekeepers have timely notification of work schedule changes and leave absences.

2-8. ATAAPS Customer Support Representative (CSR) will—

a. Ensure all employees’ time and attendance is submitted in Defense Civilian
Pay System (DCPS) within the scheduled time periods. Notify the responsible
timekeeper of any missing employee time and attendance for resolution prior to payroll
processing.

b. Process and input new employee data (e.g., address, bonds, allotments,
charity, taxes and insurance, accounting classification), use DCPS on-line inquiries, and
perform limited reference tables maintenance to request updates to organizational
tables when approved changes occur.

c. Report to DCPS any reported discrepancy in employee pay resulting from
timekeeping errors or omissions, including retroactive corrections that occurred more
than 26 pay periods in the past.

d. Provide guidance to timekeepers on training required prior to engaging in
timekeeping duties, certification and security required for timekeeping responsibilities.

e. Provide information on organizational changes in DCPS (tables maintenance).
f. Participate in internal control reviews as required.
2-9. Timekeepers will—

a. Maintain a current file (use electronic filing to the maximum extent possible),
including an approved work schedule showing the planned arrival and departure times
agreed between the employee and management.

b. When necessary, enter, update and correct in DCPS, employee work
schedules, status changes, labor hours worked and time and attendance for the current
pay period and retroactive corrections for the past 26 pay periods. Retroactive time and
attendance corrections can be annotated in ATAAPS in the last three previous pay
periods. The timekeeper may enter supervisor-approved time and attendance reports
for absent employees when requested to do so by the manager or supervisor.

c. Review prior to certification and maintain current files for all assigned
employees, approved overtime requests and approved leave requests for the required
time period.

d. Retain all paper time and attendance documentation in accordance with AR 25-
400-2, Army Records Information Management System (ARIMS).
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e. Ensure that time and attendance records are properly secured and access to
data is restricted in accordance with the Privacy Act.

f.  Assist the supervisor in ensuring that time and attendance data and
corrections are certified and approved in a timely manner.
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Chapter 3
Establishing a Tour of Duty

3-1. Overview. This chapter provides general guidance on requesting a tour of duty
IAW references (a) and (e) within the basic workweek.

3-2. Timing and Selection of Tour of Duty. Employees shall submit a request to
establish the need for a new tour of duty on IMCOM Form 1-A (e.g., new position,
change in employee circumstances, change in supervisor or change in mission
requirements). Any changes should be made at least one pay period in advance of the
start of the new tour of duty.

3-3. Daily Work Requirements. In carrying out daily work requirements, supervisors
will determine their employees scheduled hours of work based on operational
requirements and mission needs, when possible taking into consideration employee
preferences.

a. Supervisors will schedule employee workdays on weekdays, Monday through
Friday unless otherwise required based on mission requirements.

b. Supervisors will schedule employees start work time normally between 0600
and 0900 and depart work time normally between 1500 and 1800 (flexible time bands),
unless otherwise required based on mission requirements, an exception is granted by
the supervisor or IAW local collective bargaining agreements.

c. Employees must be at work between 0900 and 1500 (IMCOM core hours)
except for holidays, approved leave, compensatory time off, regular day off (RDO) or as
scheduled for shift tour of duty. However, the region director or garrison commander
has the authority to modify these core hours on a compelling need basis.

d. An approved work schedule shall be maintained showing the planned arrival
and departure for each day to support the time and attendance report.

3-4. Review and Approval. Supervisors shall review and approve the IMCOM Form
1-A, request for new or changed tours of duty, in a timely fashion, generally during the
pay period of receipt of the request.

a. Employees requesting a compressed work schedule (CWS) or flexible work
schedule (FWS) shall submit a request on the IMCOM Form 1-A that states the number
of hours, excluding overtime hours, which an employee is required to work or account
for by leave or otherwise.

b. Regular meal or unpaid lunch breaks usually shall be no less than 30 minutes
or more than one hour, and shall not be considered as time worked. No employee
shall be required to work more than six consecutive hours without a meal period.
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c. A supervisor may change an employee’s schedule to meet temporary work
circumstances. The supervisor should inform the employee of the change and the
reasons for it in advance, whenever possible, or as referenced in the negotiated
agreement for bargaining unit employees. For example, an employee on CWS is
scheduled to attend a two-week training class that is conducted five days a week. In
that situation, the supervisor would change the employee’s tour of duty to five eight-hour
workdays for the training period. A similar situation may occur when the employee is
scheduled for temporary duty away from the normal work site.

d. Approved changes in tours of duty (other than a temporary situation as
described in paragraph 3-3.c. above) shall become effective at the beginning of the pay
period following the approval date by the employee's supervisor. Tours of duty normally
shall remain in effect for at least three-months before a new tour of duty is approved
and implemented.

g. Supervisors shall provide timekeepers a copy of the new approved tour of duty.

3-5. Effect of Accumulated Credit Hours on Tour of Duty Changes. Credit hours
are hours that an employee elects to work, with supervisory approval, in excess of the
employee’s basic work requirement under a flexible work schedule (FWS). Employees
who have approval to work a FWS and who have accumulated credit hours may request
to change to Compressed Work Schedule (CWS) by submitting the IMCOM Form 1-A.
There is no legal authority for credit hours under a CWS program. The law provides for
credit hours only for flexible work schedules. See 5 U.S.C. 6121(4). Upon approval of
participation in CWS, all accumulated credit hours must be used by the employee
before transitioning to the CWS.

12
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Chapter 4
Managing Overtime (OT) and Compensatory Time (CT)

4-1. Overview. This chapter discusses procedures for requesting and approving
overtime/compensatory time. It also discusses procedures for requesting and
approving compensatory time in lieu of paid overtime. Overtime is used to meet critical
mission requirements. Additional information on overtime provisions applicable to law
enforcement availability pay (LEAP) recipients is found at
http://www.opm.gov/oca/pay/HTML/AP.asp.

4-2. Guidance on Overtime Covered by the Fair Labor Standards Act.

a. The FLSA, according to part 551 of reference (e), grants overtime whenever a
covered full-time, part-time or intermittent federal employee performs hours of work in
excess of eight hours in a daily tour of duty or in excess of 40 hours in a weekly tour of
duty. Employees shall not be paid overtime for periods of duty in excess of eight hours
in a day when the employee receives night, standby, irregular or hazardous duty pay
differential for that duty.

b. Non-exempt Employee Coverage. Any employee who is not specifically
excluded by part 551 of reference (e) is covered by the FLSA. This includes any
employee who is:

(1) defined as an employee according to section 2105 of reference (a);
(2) an employee appointed under other appropriate authority; or

(3) suffered or permitted to work by an agency whether or not formally
appointed.

c. A criminal investigator receiving Law Enforcement Availability Pay (LEAP) IAW
part 551 of reference (e) is exempt from the FLSA hours of work and overtime pay
provisions.

d. Overtime Compensation. All overtime work that is ordered or approved or
“suffered or permitted” shall be compensated IAW reference (e) for non-exempt
employees.

e. Regular Overtime. Non-exempt employees shall be compensated for each
minute of regular overtime work.

f. Irreqular or Occasional Overtime. Irregular or occasional overtime work is paid
in 15-minute increments, with odd minutes being rounded up or down to the nearest
guarter hour used to credit overtime work. Therefore, an employee shall work at least
eight minutes of irregular overtime before the employee may be compensated for that
overtime.
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g. Overtime Pay Calculations. According to part 551 of reference (e), overtime
pay is determined by multiplying the employee’s straight time rate of pay by all overtime
hours worked plus one half of the employee’s hourly regular rate of pay times all
overtime hours worked.

h. Pay Limitations. The maximum biweekly and aggregate limitations for premium
pay, according to part 551 of reference (e), do not apply to overtime pay earned by
employees who are non-exempt from (i.e., covered by) the FLSA.

4-3. Guidance on Overtime Covered by Title 5.

a. Description.

(1) Overtime work according to section 5542 of reference (a) is time worked in
excess of eight hours in a day or 40 hours in an administrative workweek. This work
shall be officially ordered or approved by the manager or supervisor, in writing, and
performed by the employee.

(2) FLSA exempt employees, as defined by section 5541 of reference (a),
who work full-time, part-time or intermittent tours of duty, are eligible for overtime.

(3) FLSA exempt federal employees typically occupy executive,
administrative or professional positions in the General Schedule (GS).

(4) The employee’s position is determined to be exempt or non-exempt from
the provisions of FLSA by examining the statute in conjunction with the position
classification analysis.

(5) Law enforcement officers (LEOSs) are criminal investigators classified in
the 1811 occupational series. LEOSs receiving LEAP may be compensated only for
approved overtime hours that are in excess of the first two hours of overtime work on
any day containing a part of the LEOs basic 40-hour workweek or for scheduled
overtime hours on non-workdays.

b. First 40 Hour Workweek. For employees engaged in professional or technical
engineering or scientific activities for whom the first 40 hours of work in an
administrative workweek is the basic workweek according to part 610 of reference (e),
all work performed within the first 40 hours is paid at the basic rate of pay. Any
additional hours of officially ordered or approved work beyond the first 40 hours worked
within the administrative workweek are overtime.

c. Compressed Work Schedule (CWS). For full-time employees on CWS, hours
worked in excess of the established work schedule are overtime.

d. Flexible Work Schedule (FWS). For employees on FWS, credit hours used
count toward the 40 hour per week threshold for overtime payment, but overtime is not
paid for credit hours worked or used.
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e. Regular Overtime. Exempt employees shall be compensated for each minute
of regular overtime work. Any employee covered under an FWS program may request
compensatory time in lieu of regular overtime work, according to part 550 of reference

(e).

f. Irreqular or Occasional Overtime. Irregular or occasional overtime work is paid
in 15-minute increments, with odd minutes being rounded up or down to the nearest
guarter hour.

g. Overtime Pay Calculations IAW 5 CFR 550:

(1) For GS employees whose basic pay rate (including any applicable locality
payment or special rate supplement) does not exceed a minimum applicable rate for a
GS-10 (i.e., GS-10, step 1), the overtime hourly rate is 1.5 times the employee’s hourly
rate of pay, according to part 550 of reference (e).

(2) For GS employees whose rate of basic pay (including any applicable
locality payment or special rate supplement) exceeds the GS-10, step 1, is the greater
of:

(a) 1.5 times the hourly rate of basic pay for GS-10, step 1; or
(b) the employee’s hourly basic pay rate.

h. Pay Limitations.

(1) General. The amount of overtime pay that can be paid during a biweekly
pay period is limited. According to section 5547 of reference (a) and part 550 of
reference (e), premium pay (including overtime pay and LEAP) cannot be paid to
employees (including LEOs and other covered employees) to the extent that doing so
would cause an employee’s basic pay, overtime pay, dollar value of compensatory time,
night pay, annual premium pay, Sunday premium pay and holiday premium pay to
exceed the greater of the biweekly rate for GS-15, step 10 (including any applicable
special salary rate or locality rate of pay), or level 5 of the Executive Schedule.

(2) Biweekly Pay Limitation Exception. The biweekly pay limitation does not
apply to employees performing emergency work or mission critical work (as determined
by the Secretary of Defense or the 1G). However, employees who are paid premium
pay for work in connection with that emergency are subject to the aggregate earnings
limitation IAW reference (a). In such situations, the total basic pay and premium pay for
most GS employees are limited to the annual rate for GS-15, step 10 or a level V of the
Executive Schedule for the calendar year. This limit may include locality based
comparability or special salary rates. The aggregate premium pay cap limitation does
not apply to overtime earned by FLSA nonexempt employees.
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4-4. Requesting and Approving Overtime.

a. Employees who anticipate the need for overtime to complete work assignments
should estimate the number of hours needed for the next pay period and submit the
request for overtime on the IMCOM Form 1-H to the supervisor.

b. Supervisors shall compile overtime requests for employees within their
organizational responsibility and submit to the approving official prior to the start of the
administrative workweek for the pay period covered by the request.

c. Written or electronic requests for overtime authorization shall be submitted in
advance of the start of the administrative work week and approved prior to an
employee’s working overtime. When circumstances preclude written advance request,
the request may be oral. If approved, the authorized overtime shall be documented in
writing or electronically and signed by the approving official.

d. A separate request shall be prepared for each work situation requiring overtime
authorization.

e. Requests shall not extend beyond the close of a single pay period. When a
particular work situation extends beyond the close of a single pay period, separate
requests shall be prepared for each pay period involved.

f. Each request shall:
(1) Describe the work to be performed during overtime hours.
(2) Explain why such work could not be performed during regular working
hours.

(3) List the employees required to work overtime.

(4) Include an estimate or statement of the total number of overtime hours
required and the dates which the overtime is to be performed.

(5) Indicate if compensatory time is requested instead of paid overtime.

g. The authorized management official approving the overtime request shall
ensure sufficient budgeted funds are available prior to authorizing overtime. Once
approved, managers shall promptly notify supervisors and employees of the approval.

4-5. Crediting Compensatory Time.

a. Compensatory time off is an alternative form of payment for overtime work and
the value of an hour of compensatory time off, when paid out, is equal to the overtime
hourly rate payable in dollars IAW reference (f). The sum of an employee’s basic pay
and premium pay (including the dollar value of compensatory time, overtime pay, LEAP,
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night pay and holiday pay) is limited to the biweekly maximum pay limitation according
to part 550 of reference (e).

b. Employees may request compensatory time instead of overtime pay for an
equal amount of overtime work.

c. Employees who are approved to earn compensatory time for overtime worked
record the amount of compensatory time earned on their time and attendance records
for the appropriate pay period in 15-minute increments.

4-6. Crediting Compensatory Time for Travel.

a. Employees shall request credit for compensatory time for travel by providing
documentation of the time spent in official travel status, away from the official duty
station or official work site, including any meal periods and waiting times.

(1) Creditable compensatory time for travel is time in a travel status that is not
otherwise compensable as hours of work under other legal authority. This includes only
the time an employee actually spends traveling between the official duty station and a
temporary duty station, or between two temporary duty stations, and the usual waiting
time that precedes or interrupts such travel (this excludes any extended or unusual
waiting time between actual periods of travel during which the employee is free to rest,
sleep or otherwise use the time for his or her own purposes.)

(2) Time spent in traveling from the worksite after regular working hours (i.e.,
after the end of the employee’s workday) to the transportation terminal is creditable as
time in a travel status, and no commuting time offset applies. Once the employee
arrives at a temporary duty station, he or she is not considered to be in a travel status
just because he or she is away from the official duty station. In other words, the time
spent at a temporary duty station between arrival and departure cannot be credited as
time in a travel status.

b. Employees shall file requests for credit of compensatory time for travel within
five workdays after returning to the official duty station, by submitting a travel itinerary or
any other supporting documentation to supervisor. If not submitted within the
prescribed time limits, the employee forfeits his or her claim to the compensatory time
for travel.

c. Upon receipt of a timely and complete request from the employee, the manager
or supervisor considers and acts promptly (usually within the pay period of receipt) to
credit the employee with compensatory time for creditable time in travel status.

d. Compensatory time off for travel is credited and used in increments of 15
minutes. There is no limit on the amount of compensatory time off for travel an
employee may earn.
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e. There is no biweekly or aggregate pay limitation that applies to compensatory
time earned for travel.

f. Once the supervisor has considered and approved the employee’s request, the
credit for earned compensatory time for travel will be documented in ATAAPS or TLMS.

g. Employees shall use accrued compensatory time off for travel by the end of the
26th pay period after the pay period during which it was credited. If an employee fails to
use the compensatory time off for travel within 26 pay periods after it was credited, the
compensatory time off is forfeited. When an employee voluntarily transfers to another
agency or separates from federal service, any unused balance of compensatory time off
earned for travel is forfeited.

h. Employees who separate from federal service or are placed in a leave without
pay status for military service or due to a compensable injury and later returns to duty
with IMCOM, shall use all of the unused compensatory time off by the end of the 26th
pay period following the pay period in which the employee returns to duty; otherwise the
compensatory time off is forfeited. An employee may not receive payment under any
circumstances for any unused compensatory time off earned for travel IAW part 550 of
reference (e).

4-7. Using Compensatory Time.

a. An employee shall request permission from his or her supervisor to schedule
the use of accrued compensatory time. Compensatory time may be used when the
employee is granted time from his or her scheduled tour of duty for leave purposes.
The employee may submit the request on OPM Form 71, Request for Leave or
Approved Absence. Employees are encouraged, to the extent possible, to request to
use available compensation time prior to requesting annual leave.

b. Once the supervisor has approved the employee’s request for use of the
compensatory time, the employee records the use of the time through ATAAPS, or the
timekeeper enters into TLMS.

c. As distinct from the provisions of paragraph 4-4h. above, if compensatory time
earned is not used within 26 pay periods, the employee shall receive payment for the
unused compensatory time at the rate of overtime pay in effect when the compensatory
time was earned for overtime worked according to parts 550 and 551 of reference (e).
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Chapter 5
Time and Attendance Reporting

5-1. Overview. This chapter covers the procedures for recording, approving and
reporting time and attendance. Time and attendance reporting is a critical function
which may be performed by the individual employee, timekeeper, supervisor or a
combination of these individuals. The timekeeping function requires the accurate and
timely recording of time and attendance data and the maintenance of related
documentation, whether electronically (e.g., ATAAPS or TLMS), or by a manual system
of records (e.g., sign in/sign out log) or a combination of recording devices (e.g., printed
copy of an electronic record).

5-2. Use of Defense Civilian Payroll System. IMCOM uses ATAAPS; a web-based
application for the entry, update, concurrence and certification of time and attendance
for appropriated fund personnel. It serves as a data entry and repository system, which
feeds payroll data into the DCPS. The DCPS contains selected personnel data, such
as tax withholding and tours of duty, and adheres to requirements of the system to
establish organizational codes, time reporting schedules and reporting codes. The
ATAAPS interface with DCPS simplifies employee reporting and recordkeeping
requirements. The Time, Labor Management System (TLMS) is used to record and
manage time and attendance for non-appropriated fund personnel.

5-3. Regulatory Requirements for Timekeepers. Each activity has one or more
employees whose official duties include those of a timekeeper. Timekeepers are
assigned responsibility for one or more time and attendance group of employees in that
activity. An alternate timekeeper will be appointed and have equivalent training and
certification to maintain time and attendance during the absence of the primary
timekeeper. Employees involved in the civilian payroll functions shall:

a. Be adequately trained at least annually and kept informed about the
requirements of laws, regulations and legal decisions affecting this area of
responsibility. The G1 is responsible for ensuring assigned timekeepers are trained in
these requirements.

b. Be adequately supervised to help prevent any unauthorized, fraudulent or other
irregular act. In the event of suspected or discovered unauthorized, fraudulent or other
irregular act, the timekeeper will notify the appropriate supervisor.

c. Perform operations effectively, efficiently and economically IAW laws,
regulations and legal decisions.

5-4. Additional Requirements. The G1, in conjunction with G8, shall review the time
and attendance operations, including internal controls, on an ongoing basis to ensure
accurate performance of timekeeping requirements; and to identify and resolve
inconsistencies in information submitted, processed and reported during the various pay
periods.
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5-5. Employee Time and Attendance Reports. Individual employees prepare time
and attendance records using ATAAPS or paper copy records of time worked, approved
overtime worked, approved leave taken, excused absences (e.g., approved for physical
fitness activities, telework hours and other absences). Employees submit time and
attendance records on a biweekly basis to the supervisory chain or designee for
approval or certification in order to meet payroll deadlines. Supervisors are responsible
for timely and accurate reporting of the time and attendance to which he or she
approves, including reviewing time approved and timely correction where necessary.

a. When an employee is absent, a presumptive time and attendance record may
be reported, approved by the supervisor, and electronically transmitted to meet
scheduled payroll deadlines, as long as the data are verified subsequently by post
transmission reconciliation.

b. Employees and their supervisors should submit time and attendance records by
the second Thursday of the biweekly pay period, or in time to meet the system time
requirements for accelerated processing, when that occurs. Exceptions to normal time
schedules shall be announced to account for holidays and other events. For employees
on a CWS, when a holiday falls on a scheduled non-workday, the workday immediately
before the non-workday becomes the in-lieu-of holiday.

c. Certified time records are electronically interfaced with DCPS for ATAAPS
users. Timekeepers for non-ATAAPS users shall input approved time and attendance
records for assigned employee groups, no later than the second Friday of the pay
period.

d. Timekeepers shall input corrections to transmitted time and attendance records
for employees who were precluded from timely transmission of these records
immediately upon notification of required correction.

e. Records shall not be self approved by an employee, or by an employee at a
lower grade level than the reporting employee.

5-6. Supervisory Review and Certification.

a. Supervisors shall review and certify the accuracy of time and attendance
electronic input by reconciling each employee's approved and signed time and
attendance records. For ATAAPS users, supervisors review and certify employee time
and attendance records electronically based on the labor hours, charges to leave, and
overtime the employee has entered and concurred for accuracy. Non-appropriated fund
timekeepers produce hard-copy time cards from TLMS, which are initialed by the
employee, signed by the supervisor, and returned to the timekeeper.

b. Certification of time and attendance records shall be based on controls such as:
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(1) Knowledge from personal observation, work output or timekeeper
verification.

(2) Checking data against other independent sources (e.g., validating starting
and ending times of work using sign-in/sign-out sheets).

(3) Reliance on other internal controls.

(4) A combination of controls. Supervisors shall have a reasonable basis for
relying on systems of internal control to ensure accuracy and legal compliance when
they do not have positive, personal knowledge of the presence and absence of, or other
information concerning, employees whose time and attendance records are being
approved. This basis shall involve periodic testing of internal controls to ensure they
are working as intended.

(5) When approving time and attendance records, managers and supervisors
are certifying, to the best of their knowledge, the actual work schedules recorded are
true and accurate.

(6) Review and approval shall be made by the manager or supervisor most
knowledgeable of the time worked and absence of the employees involved. The
manager or supervisor may assign responsibility for observing daily attendance or
accurately recording time and attendance data to a timekeeper or, in limited
circumstances, the individual employee.

(a) Situations in which employees may maintain their own official time and
attendance are:

(i) The employee is the timekeeper.

(i) Employees work flexible hours outside the hours of the timekeeper
and supervisor.

(i) An employee is working alone at a remote site.

(iv) Employees are based at the same location as their managers or
supervisors and timekeepers, but are frequently away during working hours.

(v) Individual timekeeping by all employees is warranted.
Documentation must be maintained demonstrating the time and attendance reporting
system has sufficient capacity and internal controls to ensure timely and accurate
recording of time and attendance by these individual employees.

(b) To provide reasonable assurance employees are working when
scheduled, supervisors shall take measures, such as occasional telephone calls during
the times they are scheduled to work or an assessment of the output for the time spent,
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to determine the accuracy of time and attendance records submitted by employees who
maintain their own time and attendance. The manager or supervisor is responsible for
the accuracy of the time and attendance records submitted by the employee.

5-7. Reviewing Pay Period Input Accuracy. The timekeeper or designee shall
ensure that:

a. Supervisors review the accuracy of time and attendance pay period electronic
input or hard-copy timecard by reconciling each employee's approved and signed time
and attendance record.

b. Supervisors ensure employees recording and approving time and attendance
make every effort to correct errors in the pay period to which the changes apply.

c. All corrections or adjustments are approved by the manager or supervisor. An
employee shall not reconcile his or her own time and attendance records.

d. If the time and attendance for the current pay period has been processed and a
change is required, the supervisor shall certify adjusted time and attendance data for
input to the DCPS or TLMS via the timekeeper or the CSR. The adjustment in the
employee’s pay or leave record shall be processed within two pay periods.

e. Employees who use ATAAPS to record time and attendance, or timekeepers
who adjust time and attendance directly in DCPS or TLMS, shall complete needed
adjustments to time and attendance records no later than the pay period following
notification of needed adjustment.

5-8. Records Retention.

a. Time and attendance records shall be maintained |IAW records retention
requirements as set forth in AR 25-400-2.

b. Documents to be retained include:

(1) Paper time and attendance input forms completed by the employee of labor
hours worked, leave taken and other absences.

(2) OPM Form 71
(3) Jury duty summons
(4) Military orders
5-9. Internal Control Reviews. G8 staff completes an annual audit of time and

attendance records in collaboration with G1 staff as part of the IMCOM OIG annual
financial audit. Additionally, to comply with internal controls requirements, the Internal
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Review and Compliance Office or the comptroller staff shall conduct quarterly reviews to
ensure compliance with this policy and financial management regulations. Additional
time and attendance controls may be established to meet unique vulnerabilities and
levels of internal control assurance.
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Chapter 6
Alternate Work Schedule (AWS)

6-1. Overview.

a. AWS is a management tool designed to enhance the quality of work life for
employees and provide a measure of personal control over working hours that
previously was not possible. The AWS program offers management advantages, such
as reduction of short-term absences and tardiness, improved service to customers due
to longer office hours, increased productivity and efficiency, and higher employee
morale.

b. To be eligible to participate in the AWS program, an IMCOM employee’s most
recent performance rating must be at or above a level 3 under the Total Army
Performance Evaluation System (TAPES). The employee must maintain performance
at level 3 or above once approved to participate in the AWS Program.

c. Eligible IMCOM civilian personnel are authorized to work compressed work
schedules within the AWS program.

d. Employees in a supervisory position, newly appointed to a position, serving a
probationary period, undergoing on-the-job training, having declining performance or a
less than fully successful rating on their current performance appraisal, serving on a
Performance Improvement Plan (PIP) or within one year after completion of a PIP, who
have engaged in, or subsequently engaged in misconduct, have documented
attendance problems or receive official discipline may be excluded or removed from
participating in the AWS program.

6-2. Management Responsibilities. The supervisor is responsible for reviewing and
approving or disapproving requests for AWS by signing the IMCOM Form 1-A. The
employee-management contract becomes a part of the official time and attendance
record and should be filed along with the documents supporting the biweekly pay
period. Supervisors are also responsible for ensuring the employee complies with the
terms of the contract. Supervisors shall ensure that, at a minimum, they have adequate
office coverage during the hours of 0730 to 1600, Monday through Friday (or locally
determined normal duty hours). These hours may be extended, depending on
individual mission. Supervisors may change the schedules of employees to meet
unforeseen circumstances. Temporary changes should be of short duration and the
employee should be informed of the change and the necessity of the change as far in
advance as feasible. If the employee is required to be present at the job site on a
Regular Day Off (RDO), the supervisor may arrange an alternate RDO during the same
pay period.

6-3. Annual/Sick Leave, Compensatory Time and Time Off Procedures. The
procedures for requesting annual and sick leave, compensatory time and time off as an
award are not affected or changed by this policy. For sick leave absences in excess of
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three days, or for a lesser period when determined necessary, a medical certificate or
other administratively acceptable evidence may be requested. An employee’s self-
certification as to the reason for his or her absence may be administratively acceptable,
regardless of the duration of the absence. Time off during an employee's basic work
requirement must be charged to the appropriate leave category, unless the employee is
authorized compensatory time off, excused absence or is using a time-off award.

6-4. Alternate Work Schedule (AWS) Procedures.

a. The Alternate Work Schedules (AWS) Program includes Flexible Work
Schedules and Compressed Work Schedules within IMCOM. FWS for a full-time
employee is an 80-hour biweekly work requirement that allows an employee to
determine his or her own schedule within limits set by this policy and approved by the
immediate supervisor. The FWS for a part-time employee is a biweekly basic week
requirement of less than 80 hours that allows an employee to determine his or her own
schedule within limits set by this policy and approved by the immediate supervisor.

b. An employee must submit a proposed schedule to the supervisor for
approval via the Employee-Management Contract, IMCOM Form 1-A, an official
agreement detailing the specific terms of the employee's participation in an AWS. The
supervisor must approve the proposed schedule prior to employee participation. The
supervisor may deny a request for AWS or terminate an employee’s existing AWS at
any time based on mission and workplace requirements. If AWS is terminated, the
supervisor will normally provide no less than one full pay period notice to the employee
and permit the AWS to continue until the start of the next pay period.

c. Changes in work schedules under the same type of AWS (i.e., changes in
the hours of an employee's FWS schedule) may be made with prior approval of the
supervisor and will normally be effective the first pay period following the date the
contract is signed. The schedule will remain in effect until a new work schedule is
implemented, the employee voluntarily discontinues FWS or the employee's FWS is
terminated. Once established, changes to the FWS should be infrequent; generally, not
more than once per quarter. The two FWS options permitted are:

(1) Flexible Work schedule (FWS):

(a) Flexi-tour is a schedule in which an employee selects a fixed starting
and ending time for his or her workday during the biweekly pay period, approved by the
supervisor. As a norm, the employee may not vary arrival and departure times daily,
but on a scheduled and approved basis, may start and stop at any time within the
flexible time bands.

(b) Gliding is a schedule in which an employee may regularly vary arrival
and departure times daily within the flexible time bands. An employee must have a
minimum of 5 %2 hours daily in the basic work requirement, a 40-hour weekly basic work
requirement, and an 80-hour biweekly work requirement.
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(c) Employees working a FWS may accrue credit hours, hours not officially
ordered, in 15-minute increments and may carry not more than 24 hours to succeeding
pay periods.

(2) Compressed Work Schedule:

(&) Compressed Work Schedule constitutes a biweekly basic work
requirement of less than 10 workdays. A full-time employee has a basic work
requirement of 80 hours in a biweekly pay period, which may be scheduled for less than
10 workdays, after supervisory approval. A part-time employee has a basic work
requirement of less than 80 hours biweekly which, after supervisor approval, may permit
them to fulfill their basic work requirement in less than 10 weekdays during the biweekly
pay period. An employee’s biweekly CWS request shall be submitted to the supervisor
for approval via the Employee-Management Contract, IMCOM Form 1-A. Once
approved, employees who wish to change their work schedule from the existing CWS
agreement must submit a new Employee-Management Contract to their supervisor for
approval. Once approved, changes will normally become effective at the beginning of
the pay period following the date of approval by the supervisor and shall remain in effect
until a new work schedule is implemented, the employee voluntarily discontinues CWS
participation or the employee’s CWS participation is terminated. Changes to the CWS
should be infrequent; generally not more than once per quarter. Although supervisors
may change or stagger employee arrival and departure times, there are no provisions
for employees to flex their arrival or departure times.

(b) The 5-4/9 schedule is the approved CWS work schedule. This work
schedule permits an employee to work eight 9-hour days and one 8-hour day over two
weeks to comprise 80 hours over a pay period (five days during one week and four days
during the other week of the pay period) with a fixed regular day off (RDO). The
employee obtains one day off every two weeks by completing their 80-hour bi-weekly
work requirement in nine days instead of ten. Subject to approval, the employee may
choose any day, Monday through Friday, as the RDO.

(c) Exception to the 5-4/9 work schedule applies to garrisons operating
under a 4-10 work schedule and opened for business as locally determined.

d. For employees under FWS programs, overtime hours are all hours of work in
excess of eight hours in a day or 40 hours in a week that management officially orders
in advance. With respect to CWS programs, overtime hours refer to any hours in
excess of those specified hours for full-time employees that constitute the compressed
work schedule. For part-time employees, overtime hours are hours in excess of the
compressed work schedule for a day (but must be more than eight hours) or for a week
(but must be more than 40 hours).

e. Employees under a CWS program may not earn or use credit hours. The
amount of leave or compensatory time charged to an employee working a CWS
schedule who takes off for an entire day shall equal the number of hours he or she is
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scheduled to work on that day (i.e., eight hours for the day he or she is scheduled to
work eight hours and nine hours for the day he or she is scheduled to work nine hours).

f. Employees attending training or on temporary duty (TDY) shall normally work
the hours of the TDY. If the TDY or training is scheduled longer than one week, the
employee’s schedule must be changed to an eight-hour workday. RDOs generally do
not apply during training or on temporary duty.

g In carrying out daily work requirements, supervisors will determine their
employees scheduled hours of work based on operational requirements and mission
needs, when possible taking into consideration employee preferences.

(1) Supervisors will schedule workdays on weekdays, Monday through Friday
unless otherwise required based on mission requirements;

(2) Supervisors will schedule employees start work time normally between
0630 and 0900 and depart work time normally between 1500 and 1800 (flexible time
bands) unless otherwise required based on mission requirements, an exception is
granted by the supervisor or IAW local collective bargaining agreements;

(3) Employees must be at work between 0900 and 1500 (IMCOM core hours)
except for holidays, approved leave, compensatory time off, RDO or as scheduled for
shift tour of duty.

h. Under the AWS program, the tour of duty comprises all hours and days for
which core and flexible hours have been designated. The tour of duty defines the limits
within which an employee must complete his or her basic work requirement. Individual
tours of duty must be compatible with all the requirements of this regulation. Under a
compressed work schedule or other fixed schedule, tour of duty is not flexible.

I. Employee participation in AWS is subject to supervisor approval. In addition,
supervisors may require an employee’s presence during specific hours for a certain
period or a particular meeting. Supervisors may at any time alter a previously approved
schedule to accommodate the requirement for meetings, travel, training, conferences
and other essential work-related activities.

j. Credit hours are non-overtime work hours which an employee elects to work in
excess of the basic work requirement that will be applied to subsequent workday,
workweek or bi-weekly pay period. There is no legal authority for credit hours under a
CWS program. The law provides for credit hours only for flexible work schedules. See 5
U.S.C. 6121(4).

k. Alternate Work Schedule and the use of flexible and compressed work
schedules have labor relations implications. Employees represented by a recognized
union may participate in a flexible or compressed work schedule "only to the extent
expressly provided under a collective bargaining agreement between the agency and
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the exclusive representative." 5 U.S.C. 8 6130(a)(2). Models of AWS can be found in
Appendix B.
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Chapter 7
Telework Program

7-1. Overview

a. Telework is a business solution that allows employees to perform mission-
related work away from their traditional worksite.

b. Telework can benefit employee morale, reduce commuting cost and stress,
serve as an effective recruitment and retention tool and benefit the environment through
cleaner air and reduced energy consumption.

c. Telework can help relieve traffic congestion caused by restricted installation
access and increased security precautions. Furthermore, it is an appropriate
component in planning for continuity of operations (COOP) during unforeseen
interruptions or disasters.

d. Other advantages to the telework program include:
(1) Promoting IMCOM as an employer of choice.

(2) Improving the recruitment and retention of high-quality employees through
enhancements to employees’ quality of life.

(3) Enhancing IMCOM's efforts to employ and accommodate people with
disabilities, including employees who have temporary or continuing health problems or
who might otherwise have to retire on disability.

(4) Reducing office space, parking facilities and transportation costs, including
costs associated with payment of the transit subsidy.

e. The Telework Act of 2010 requires that federal agencies establish telework
policies. The law specifically applies to appropriated fund (AF) and non-appropriated
(NAF) employees, provided their position is suited for telework. The Department of
Defense Instruction 1035.01, Telework Policy provides the basic parameters and
conditions for implementing the telework program.

7-2. Telework Applicability

a. Telework can be used on a regular, recurring, situational, non-routine or ad hoc
basis. These options will provide supervisors and employees the maximum flexibility in
determining the telework arrangement that best fits the employee’s situation and meets
the needs of the organization. The Designated Approval Authority approves or
disapproves the telework arrangement agreed to by the employee and the supervisor.
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b. Telework employees participating in short-term ad-hoc arrangements
(recuperating from surgery, illnesses or injury) and who are medically cleared to perform
work may be allowed to work part-time or full-time from an alternative worksite until they
are able to return to work at their traditional worksite. Ad-hoc telework is not intended to
be used as a replacement for sick leave when an employee is ill. If the employee
requests an ad-hoc telework day in lieu of a sick-leave day, the DAA will make the
decision based on the supervisor’s input. Telework may be used:

(1) On aregular and recurring basis.
(2) On a situational, non-routine or ad hoc basis

(&) To perform large projects, tasks that require concentration and
uninterrupted blocks of time for successful completion or to accomplish routine job tasks
when practicable.

(b) For supervisor or commander-directed, web-based distance and
continuous learning, including educational requirements required by law or regulation.
Training requested by an employee is subject to the supervisor's or commander’s
approval, as applicable, and must conform to the provisions of applicable regulations.

(c) When the regular worksite is closed during adverse or inclement
weather conditions (e.g., show emergencies, floods, hurricanes) or with supervisor
approval when OPM announces that government offices are open with the option for
unscheduled telework when severe weather conditions or other circumstances disrupt
commuting and compromise employee safety. More information on unscheduled
telework options can be found in OPM’s Washington D.C. Dismissal and Closure
Procedures at http://www.opm.gov/oca/compmemo/dismissal.pdf. While this OPM
instruction is intended to apply to situations affecting federal employees in the
Washington D.C. area, similar procedures in other areas may be based on this
guidance, consistent with the local senior commander’s operation status decisions for
weather-related conditions for installations or sites outside the Washington D.C. area.

c. Telework may be used as a regular or situational arrangement for employees
with impairments, as appropriate. The DOD Computer/Electronic Accommodations
Program may provide services and accommodations (e.g., assistive devices and
technology) for employees with impairments teleworking under an approved telework
arrangement. In the case of covered employees, telework arrangements may be a form
of reasonable accommodation pursuant to sections 791 and 794a of title 29, U.S.C.
(also known as “The Rehabilitation Act of 1973, as amended”) (Reference (m)). The
Rehabilitation Act of 1973, as amended, does not apply to military personnel.

d. IMCOM can use Telework to prepare for COOP in the event of an emergency.
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7-3. Telework Eligibility and Non-Eligibility

a. Work suitable for telework depends on the job content, rather than the job title,
type of appointment or work schedule. Positions that require employees to perform
tasks that are measurable, quantifiable, evaluated by the quality of a deliverable and are
primarily project-oriented (i.e., a statistical analysis or writing a field manual or program
of instruction) are the best candidates for telework. Telework is feasible for work that
requires thinking and writing (i.e., data analysis, reviewing grants or cases, writing
decisions or reports) and for computer-oriented tasks (i.e., programming, data entry and
word-processing).

b. Employees who exhibit suitable work performance and occupy eligible
positions (i.e., those positions that involve portable work and are not dependent on the
employee’s presence at the traditional worksite) may be allowed to telework. In certain
situations, positions or employees may be identified as ineligible for telework. However,
there may be circumstances or portions of employees’ work (e.g., reading and analyzing
documents and preparing reports or other types of correspondence) when the
employees in these positions may be considered for telework on a situational basis.

c. AF employees who are directly engaged in performing the duties of their jobs
are covered by the Federal Employees Compensation Act, when injured or suffering
from work-related illnesses while conducting official government business, regardless of
whether the work is performed on the agency's premises or at an alternative worksite.
NAF telecommuting employees are covered by provisions of the Longshore and Harbor
Worker's Compensation Act. Employees should notify their supervisors if injured while
teleworking and provide their supervisors with medical documentation related to the
injury.

d. Telework eligibility must be coded in the Defense Civilian Personnel Data
System (DCPDS) or equivalent human resources system. Also, within DCPDS, each
employee must be coded as eligible in the employee record. Supervisors must make
telework determinations when establishing new positions or filling vacant positions that
were not previously designated for telework eligibility. Employees must be notified of
their telework eligibility in writing. Appendix C provides the Deciding Official Framework
for Telework Determination. Telework eligibility codes may be found in Appendix D.

e. Eligibility: Telework eligibility criteria should be applied impartially and
consistently without prohibited factors (i.e., race, religion, color, gender, national origin)
being considered.

(1) An employee suitable for telework is an employee whose demonstrated
personal characteristics are well-suited to telework, as determined by the supervisor,
including, as a minimum—

(a) Demonstrated dependability and the ability to handle responsibility.
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(b) The ability to prioritize work effectively and utilize good management
and organizational skills.

(c) A performance rating at the 3 level-equivalent or above.

(2) Foreign national employee eligibility and implementation will be determined
by the approving official, in accordance with the joint committee process applicable to
the country concerned, and consistent with applicable host nation laws and regulations
as well as international agreements and implementing arrangements.

(3) Granting telework should be based on sound business-related, operational
needs of the organization to accomplish work. Telework is not an employee right. That
being said, the intent of the laws on telework and this regulation is to encourage the use
of telework by eligible employees of IMCOM where possible without diminishing
employee performance or efficiency of the work place. Use of telework also assists
supervisors and employees to identify and resolve technology, equipment,
communications, and work flow issues that could impact any other remote work that
may be required for mission accomplishment including continuity of operations in the
event of emergency.

(4) Telework is a discretionary workplace flexibility. Although use of telework
is encouraged, employees cannot be ordered to telework unless the employee’s duties
are designated as mission-critical and the employee is required to report to an
alternative worksite or the employee’s telework agreement addresses this requirement.

(5) Eligibility Appeals. Appeals for non-bargaining unit employees are
governed by the administrative grievance procedure (AGP) found in DODI 1400.25 M,
subchapter 771. For employees covered by a collective bargaining agreement (CBA),
appeals are governed by the negotiated grievance procedure (unless this subject was
not negotiated, the AGP would be used).

f. Non-Eligibility: Positions are not eligible for telework if performing the work at an
alternate work site will adversely affect the performance of other employees, place a
burden on the staff remaining in the office or result in a diminished level of service
provided to customers. Positions may not be eligible for telework if the work requires:

(1) Frequent or short-notice face-to-face interaction with internal or external
contacts, such as the supervisor, other employees, formal/informal work teams, clients
or the general public, or frequent ad hoc meetings (that is, training instructors whose
primary duty is to instruct students or positions with direct and recurring customer
service duties).

(2) Access to material or data that cannot be moved from the regular office,
would present a security risk, or breach of confidentiality (classified material, security
documents, libraries, personnel records, medical records, etc.).
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(3) Handling controlled unclassified information, particularly its
telecommunication or electronic storage. Controlled unclassified information (CUI) is
explained in AR 380-5, Chapter 5.

(4) Access to technology, equipment or facilities that is not available at the
alternate duty site (e.g., secretaries who answer office phones or duties that require
access to copiers or faxes).

(5) Use of a government vehicle (driver).

(6) Work that must be performed at the regular work site (such as issuing and
accounting for supplies and materials, medical care, child care, safety and ammunition
inspectors, range control duties, equipment repair, surveying property or dealing with
wildlife).

(7) Providing emergency services or services involved in the protection of life
and property (firefighters, police and guards).

(8) The employee’s experience in performing the duties of the position and the
need to be in the traditional worksite to learn the organization or to receive on-the-job
training. Interns and trainees are not suitable for telework. Probationary status
employees are not eligible for telework because probationary status periods are
established to allow supervisors an opportunity to personally observe and evaluate
employee performance.

(9) Employees who are not meeting performance standards, are being
counseled or disciplined for leave abuse or who have pending or current disciplinary or
adverse actions may not be approved for telework.

g. Positions identified as ineligible for regular and recurring telework (at least one
day per pay period) may still be considered for ad hoc telework (on an occasional, one-
time or irregular basis). For example, a position requiring daily interaction with
customers would not be eligible for regular and recurring telework. However, if the
employee is assigned a written project or report that could be completed at an alternate
work site, an ad hoc telework arrangement could be approved.

h. Supervisory positions are eligible for telework. Employees in supervisory
positions are eligible only for situational telework, including emergency and OPM
prescribed “unscheduled telework”.

i. Employee social preferences (that is, employees who thrive on office interaction
might feel isolated by working at home, while employees who are easily distracted might
be better able to concentrate at home).
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7-4. Telework Requirements

a. Supervisors and DAAs will ensure adequate worksite coverage during business
hours so mission operations continue to be carried out efficiently and effectively and
teleworkers and onsite employees are treated equitably. They will also determine the
availability of government-owned information technology to support employees
performing official duties at their homes. Due to continuing budget shortfalls within
IMCOM, required information technology services (government-owned computers,
telephone service, telecommunications equipment, etc.) may not be available or
securely configured and accredited to support telework. When information technology
that is essential to perform the job is unavailable or not securely configured to support
required tasks, the employee will not be approved to telework.

b. IMCOM civilian employees are not authorized to work from telework centers.

c. Telework employees will continue to work at the alternate worksite during
emergency closures on the employee’s regularly scheduled telework day. A telework
employee may be required to work at their alternate worksite during emergency
closures even if that day is not a regular telework day or a day with specific approval for
ad-hoc telework. If the supervisor determines that COOP capability does not exist as a
result of an OPM-directed agency closure, the teleworker may be excused from duty
without loss of pay or charge to leave.

d. If a situation arises at the telework employee’s alternate worksite that results in
the employee being unable to continue working (e.g., power outage or iliness), the
employee’s supervisor will determine the appropriate course of action on a case-by-
case basis. Depending on the situation, the supervisor may grant the teleworker
excused absence (in cases of emergency dismissal or closing only), offer the teleworker
the option to take leave or compensatory time off (if applicable) or require the employee
to report to work at the traditional worksite.

e. The following procedures apply:

(1) A memorandum of agreement (hand receipt) between the employee and
Information Management office must be completed for the issuance of government-
owned computer equipment. This agreement must be signed by a representative of the
servicing IT office with responsibility for the applicable area network and may include
additional requirements based on local IT policies. Teleworkers cannot work on
classified material at alternate worksites. Employee-owned hard drives used
(intentionally or unintentionally) to store classified information become property of the
Army. The IT office will provide guidance and assistance on required IT services (such
as computers, telephone service, telecommunications equipment).

(2) IMCOM will provide to employees a Common Access Card reader,
ActivCard Gold software, and any additional equipment deemed necessary for official
duty use at the teleworker’s location. The supervisor/manager will determine if the
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employee will use a government-furnished computer or the employee’s personal
computer, depending on resources. Employee-owned computers and equipment for
telework must access agency files through the HQDA Enterprise portal Virtual Private
Network (VPN) and all files saved must be saved to a network drive. Prior to
teleworking, employee will be provided instructions to obtain access to government
computer system. Government-furnished computer equipment, software and
communications, with appropriate security measures, are required for any regular and
recurring telework arrangement that involves sensitive unclassified data, including
Privacy Act data or FOUO data. All computers used for telework will be equipped with
up-to-date anti-virus software. No other remote-access software will be loaded on
employees’ personal computers being used for official government business. The
employee is responsible for the installation, repair and maintenance of all personal
equipment. IMCOM will not reimburse employees for any expenses incurred to comply
with this policy.

(3) Supervisors or managers will determine the availability of government-
owned IT equipment to support employees performing official duties at the employees’
alternative worksite. When IT equipment is unavailable or not securely configured to
support required tasks, the employee will not be approved to telework. Providing
teleworkers with government-owned equipment is the preferred method for IMCOM
employees because it provides the most flexibility for the telework arrangement. Since
resources are limited, the decision to provide or install government-furnished equipment
at alternative worksites is a matter for determination by the DAA in coordination with the
supervisor. The government is responsible for the service and maintenance of
government-owned equipment. Department of Defense remote-access software may
be installed onto government-owned equipment to enable maintenance of software
applications and security features. Current Microsoft end user license agreements,
such as Microsoft Office Suite software licenses, prohibit sharing or concurrent use of a
single license of Office Suite between two government-owned desktops, or a
government-owned desktop and an employee-owned desktop. However, a single
license of Office Suite can be shared between a government-owned desktop and a
laptop (government or employee-owned) as long as the individual using the desktop
most of the time uses the software on the laptop and the software is installed on the
local hard drive of the desktop (i.e., not run from a network server).

(4) Department of Defense, Department of the Army or IMCOM assumes no
responsibility for any operating costs associated with an employee using his or her
personal equipment and residence as an alternative worksite. This includes home
maintenance, insurance and utilities.

f. Telework employees must have high-speed Internet capability at their telework
location. Dial-up connection is not suitable for performance of official duties in the
telework environment. IMCOM will not reimburse employees for any expenses incurred
to comply with this policy.
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g. Employees must agree to permit an IMCOM representative access to inspect
the alternative workplace during the employee's normal working hours to ensure proper
maintenance of government-owned property and conformance with safety standards.

h. Every telework participant must have a completed DD Form 2946 (DOD
Telework Agreement), regardless of whether telework is regular and recurring or
situational/ad hoc. The current DOD Telework Agreement is at:
http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd2946.pdf.

i. Most successful telework arrangements have included initial training for
participating supervisors and employees. Supervisors and telework participants must
participate in telework training prior to beginning telework in accordance with the DOD
policy guidance set forth in DODI 1035.01 Telework Policy. The OPM training for
employees and managers (Telework 101) presently on telework.gov meets the telework
training requirement. The training is at:
http://www.telework.gov/tools_and_resources/training/index.aspx.

j. The supervisor may approve use of employee-owned computers and equipment
for telework on an ad-hoc basis for sensitive unclassified data, as long as the teleworker
verifies, in writing, that all government files on employee-owned computer hard drives
will be removed when no longer required for telework.

k. Where the supervisor has approved the use of employee-owned computers and
equipment for telework on an ad-hoc basis, remote access software must not
be loaded onto employee-owned computers. NOTE: Remote access software would
enable the government to remotely access the employee’s personal computer. This is
acceptable for government-owned equipment to enable remote maintenance of the
secure configuration, but is not allowed on employee-owned computers.

|. The supervisor may deny a request to telework or terminate an employee’s
existing participation in the telework program at any time, based on mission and work
place requirements.
m. Employee participation may also be terminated at the request of the employee,

the employee’s supervisor or upper management. Some additional reasons a
supervisor may terminate a telework arrangement include:

(1) The arrangement no longer supports the mission.

(2) Performance standards are not being met or conduct is unacceptable.

(3) Normal production or quality of work is not being maintained.

(4) Costs of the arrangement become impractical.

(5) Technology changes require return to the regular office.
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(6) There is a change in work requirements.

(7) Employees do not comply with the terms of the agreement.

(8) Employees are being counseled or disciplined for leave abuse.
(9) Employees are needed at the worksite.

n. Supervisors should provide no less than one full pay period notice to the
employee of the termination of an agreement, to the extent practicable. Notice of
Termination of Participation must be completed by the supervisor and signed by the
employee and supervisor as acknowledgement of the effective date and reasons for
termination. A copy should be sent to the unit timekeeper to maintain on file.

0. Time spent in a telework status is accounted for and reported in the same
manner as if the employee reported for duty at their traditional worksite.

p. Timekeepers will annotate the appropriate telework code on time and
attendance record of the teleworker using the codes below. In the Automated Time and
Attendance Payroll System, these are added and recorded as a reason code associated
to the hours worked. Regular or compensatory hours are recorded as normal and then
the telework reason codes are associated as applicable using the NtDiff/Haz/Oth
function.

(1) TW — Telework Regular (and Recurring)
(2) TS — Telework Situational (ad-hoc non-medical)
(3) TM — Telework Medical (ad-hoc medical)

g. Work Schedules. Employees may work standard or compressed schedules,
depending upon the agreement between the employee and the supervisor. The
supervisor and the employee select the telework days. Unstructured arrangements
where employees work at an alternative worksite are not authorized.

r. Telework programs are established to meet organizational mission and
operational needs. Telework is primarily an arrangement established to facilitate the
accomplishment of work. The supervisor has the right to require telework employees to
report to their traditional worksite on scheduled telework days, based on operational
requirements.

s. Overtime or night pay differential will conform to regulations and the negotiated
agreement. Employees will not perform overtime or night work at alternate worksites
without prior supervisory approval.
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t. Employees participating in telework programs must be readily available to their
regular office for a variety of reasons such as, but not limited to, meetings, briefings,
special assignments, emergencies or duties that must be performed in the office.

u. The policies for requesting annual leave, sick leave or leave without pay remain
unchanged.

v. Although a variety of circumstances may affect individual situations, policy
governing administrative leave, dismissals and closings remain unchanged. The ability
to conduct work, whether at home or at the office, determines when an employee may
be excused from duty. Telework employees will continue work at their alternative
worksites on their telework day when the agency is closed because of an
emergency. On a case-by-case basis, the telework employee may be excused from
duty during an emergency if the emergency adversely affects the telework site or if the
teleworker's duties cannot be continued without contact with the regular worksite.

(1) If the employee is working at the alternative worksite and the employee’s
reporting office closes, the teleworker will continue to work the daily scheduled hours.

(2) When an emergency affects only the alternative worksite for a major portion
of the workday, the agency can require the telecommuting employee to report to work to
the employee’s reporting office, approve annual leave or leave without pay, or authorize
an excused absence. For example, if the employee's electricity fails while working at
the alternative worksite, the supervisor may grant administrative leave or require the
employee to report to the traditional worksite.

(3) When an employee knows in advance of a situation that would preclude
working at an alternative worksite, work time in the office should be scheduled or leave
should be requested and approved.

w. Telework has allowed employers to attract and retain valuable employees by
boosting employee morale and productivity by providing reasonable accommodation.
Technological advancements have also helped increase telework options. In its 1999
Enforcement Guidance on Reasonable Accommodation and Undue Hardship Under the
Americans with Disabilities Act (revised 10/17/02), the Equal Employment Opportunity
Commission said that allowing an individual with a disability to work at home may be a
form of reasonable accommodation. The Americans with Disabilities Act (ADA) requires
employers to provide reasonable accommodation for qualified applicants and
employees with disabilities. Reasonable accommodation is any change in the work
environment or in the way things are customarily done that enables an individual with a
disability to apply for a job, perform a job, or gain equal access to the benefits and
privileges of a job. The ADA does not require an employer to provide a specific
accommodation if it causes undue hardship, i.e., significant difficulty or expense. For
information on reasonable accommodation, contact the servicing EEO office.
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X. Telework affects conditions of employment of bargaining unit employees. As
such, there is a statutory bargaining obligation associated with the implementation of a
telework program. Notwithstanding this obligation, activities are required to comply with
the provisions of the Telework Enhancement Act of 2010 and the QPM memorandum,
subject Telework Enhancement Act of 2010. Guidance regarding iabor relations
obligations associated with the implementation of a telework program can be obtained
from the servicing CPAC labor relations specialist. Labor relations obligations must be
completed prior to local implementation of the IMCOM Telework Policy.

DéVID D.‘ HAEVERSON ‘

Lieutenant General, US Army
Commanding
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Appendix A
References

Section |
Required Publications

a.

b.

C.

d.

e.

f.

Title 5, United States Code
Federal Employees Pay and Comparability Act
Fair Labor Standards Act

Telework Enhancement Act of 2010

Parts 353, 532, 550, 551, 610 Code of Federal Regulations

DOD 7000.14-R, DOD Financial Management Regulation, June 2011, Volume 8,

Civilian Pay Policy and Procedures, June 2013

g.
h.

n.

0.

Department of Defense Instruction 1035.01 (Telework Policy), 4 April 2012

DOD Instruction 1400.25, DOD Civilian Personnel Management, December 1996

Department of Defense Telework Policy and Guide, 22 October 2001

DA Memo 690-8 - Headquarters, Department of the Army Telework Program, 30 Oct
09

AR 380-5 - Department of the Army Information Security Program, 29 Sep 00

DCPS-UM-02, Defense Civilian Pay System Customer Service Representative
Users Manual, 28 July 2013

. DCPS-UM-04, DCPS Users Manual for Time and Attendance, 21 Nov 10

GSA Guidelines on Alternative Work Arrangements, 17 March 2006

Federal Managers Financial Integrity Act, 8 Sep 82

Section |l
Related Publications

AR 215-3 Nonappropriated Funds Personnel Policy, 29 Aug 03

AR 25-1 Army Information Technoloqy, 25 Jun 13

AR 25-2 Information Assurance, 23 Mar 09
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http://cpol.army.mil/library/permiss/2423.html

http://cpol.army.mil/library/permiss/34.html

http://www.telework.gov/telework_enhancement_act/

http://www.dtic.mil/whs/directives/corres/pdf/103501p.pdf

http://www.cpms.osd.mil/telework.aspx

http://www.apd.army.mil/pdffiles/m690_8.pdf

http://www.apd.army.mil/pdffiles/r380_5.pdf

http://www.gsa.gov/graphics/ogp/AWA_synopsis_PDF_format.pdf



AR 25-400-2 The Army Records Information Management System (ARIMS), 2 Oct 07

AR 735-5 Property Accountability Policies, 10 May 13)

DA Memorandum — Nonappropriated Fund (NAF) Sunday Premium Pay for Regular
Part-Time and Flexible regular Scheduled Employees — Backpay Procedures, 25 Aug
10

DA Pam 25-403 Guide to Recordkeeping in the Army, 11 Aug 08

Section Il
Prescribed Forms

DD FORM 2946, Department of Defense Telework Agreement, Dec 11

Telework participants must complete regardless of whether telework is regular and
recurring, situational or ad hoc.
http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd2946.pdf.

OPM FORM 71, Request for Leave or Approved Absence, Sep 09

IMCOM Form 1-A, Alternate Work Schedule (AWS) Agreement
Employee completes and submits to the supervisor and DAA for
recommendation and approval.
[https://www.us.army.mil/suite/doc/42851067 |

IMCOM Form 1-B, Telework Schedule Employee - Management Contact Agreement
Completed prior to the commencement of either regular and recurring, situational or ad-
hoc telework arrangements. The telework agreement becomes a part of the employee’s
official time and attendance records and is provided to the timekeeper.
[https://www.us.army.mil/suite/doc/42822047 |

IMCOM Form 1-C, Telework Schedule Request and Approval Form

Employee completes and submits to the supervisor and DAA for recommendation and
approval.

[https://www.us.army.mil/suite/doc/42822067 |

IMCOM Form 1-D, Supervisor - Employee Checklist Telework Program
Completed to ensure telework requirements are met and participating
employees understand the policies and procedures of the Telework Program.
[https://www.us.army.mil/suite/42822072 |

IMCOM Form 1-E, Safety Checklist Employee Certification Telework Program
Employee completes and returns to supervisor within five calendar days of
signing IMCOM Form 1-B and before teleworking from an alternative worksite.
[https://www.us.army.mil/suite/doc/42822295 |
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http://www.apd.army.mil/pdffiles/r25_400_2.pdf

http://www.apd.army.mil/pdffiles/r735_5.pdf

http://www.apd.army.mil/pdffiles/p25_403.pdf

http://www.dodea.edu/Offices/HR/upload/DD2946-2.pdf

http://www.dtic.mil/whs/directives/infomgt/forms/eforms/dd2946.pdf

http://www.opm.gov/forms/pdf_fill/opm71.pdf

https://www.us.army.mil/suite/doc/42822047

https://www.us.army.mil/suite/doc/42822067

https://www.us.army.mil/suite/doc/42822072

https://www.us.army.mil/suite/doc/42822295

https://www.us.army.mil/suite/doc/42851067



IMCOM Form 1-F, Annual Telework Report

Completed when Civilian Personnel, Human Resource Directorate requests
information. Due not later than 21 days after the end of the calendar year.

[ https://www.us.army.mil/suite/doc/42822296 |

IMCOM Form 1-G, Notice of Termination of Participation

Completed by the supervisor and signed by the employee and supervisor as
acknowledgement of the effective date and reasons for termination. Copy is provided to
the timekeeper to maintain on file.
https://www.us.army.mil/suite/doc/42822297

IMCOM Form 1-H, Report Authorization and Report of Overtime and Compensatory
Time

Overtime/premium hours are scheduled and approved in advance of the start of the
administrative workweek.
| https://www.us.army.mil/suite/doc/42822298 |

Referenced Forms

DA Form 2028 - Recommended Changes to Publications and Blank Forms, Feb 74
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Appendix B
Models for Alternate Work Schedules

Models of Flexible Work Schedules

FLEXITOUR GLIDING SCHEDULE

Basic Work Requirement

Basic Work Requirement
(See Flexi tour.)

A full-time employee must
work 8 hours a day, 40
hours a week, and 80
hours a biweekly pay

period. The agency head
determines the number of

hours a part-time employee
must work in a day, in a
week, or in a biweekly pay
period.

Tour of Duty
Agencies establish
flexible and core hours.
Gliding schedules
provide for flexible time
bands at the start and
end of the workday and
may also allow for
flexible hours at midday
(during the lunch break).
Employees must work
during core hours.

GLIDING SCHEDULE

Tour of Duty
Agencies establish flexible
hours surrounding core
hours, which include a
standard meal period.

FLEXITOUR

Core Hours
(See Flexi tour.)

Core Hours
An employee must account
for missed core hours (if
permitted) with leave, credit
hours, or compensatory
time off.

Overtime Work
(See Flexi tour.)

Overtime Work
Overtime work is work in
excess of 8 hours in a day
or 40 hours in a workweek,
ordered in advance by
management. See 5 U.S.C.
6121(6).

Flexibility
Employees select arrival
and departure times
subject to agency approval.
(This results in a fixed
schedule until the next
selection period, as
determined by the agency.)
At the request of an
employee, the agency may
approve an adjusted arrival
and departure time.

Flexibility
Employees may vary
arrival and departure
times on a daily basis
during the established

flexible hours.

VARIABLE WEEK MAXIFLEX

SCHEDULE

Basic Work Requirement
A full-time employee must
work 80 hours in a
biweekly pay period. The
agency head determines
the number of hours a
part-time employee must
work in a biweekly pay
period.

VARIABLE DAY
SCHEDULE

Basic Work Requirement
A full-time employee must
work 40 hours a week. The
agency head determines
the number of hours a part-
time employee must work in
a week.

Basic Work Requirement
(See Variable Week
Schedule.)

Tour of Duty

Tour of Duty
(See Gliding Schedule.)

Tour of Duty
(See Gliding Schedule.)

(See Gliding Schedule.)

However, agencies may
choose not to establish
core hours on each
workday, thus providing
maximum flexibility for

employees.

VARIABLE DAY VARIABLE WEEK MAXIFLEX
SCHEDULE SCHEDULE

Core Hours Core Hours Core Hours

(See Flexi tour.) (See Flexi tour.) (See Flexi tour.)

Employees may work
fewer than 10 days
biweekly because of the
absence of core hours on
one of the normal
workdays (e.g., "Flexible
5/4-9".

Overtime Work
(See Flexi tour.)

Overtime Work
(See Flexi tour.)

Overtime Work
(See Flexi tour.)

Flexibility Flexibility Flexibility
(See Gliding Schedule.) An (See Variable Day (See Variable Week
employee may also vary the | Schedule.) An employee Schedule.)

may also vary the length

length of the workday. An
of the workweek.

agency may limit the
number of hours an
employee may work on a
daily basis.
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Appendix B - Models of Flexible Work Schedules (Continued)

FLEXITOUR SCHEDULE GLIDING SCHEDULE
Custamar
. Sorvico
Flesible Core Hours Flesible Hours
Hours plus lunch Hours
period
& Daam. Jnspm. Flexible | Core Hours Flexible
Howrs plug lunch Howrs
pericd
TSam. Joepm.
L J

F 2 am. to400p.m.

VARIABLE DAY SCHEDULE | VARIABLE WEEK SCHEDULE MAXIFLEX SCHEDULE
gam. 0 2 §pm.
f 10
Cors 7 10
naurs
w D 10 ’
T penad a 10
F 5 8
Total Hours Woted Mieekhy = 40 8
Hours Miotked = 45
Wesk 2
T
2
g
g
8
Hours Wiaed = 37

Hours Wiarked = 27

Total Hours Worked Biweekly = 82
Basic Work Requirement = 80
Remaining Credit Hours = 2

Note: These models typify the more common types of flexible work schedules. The flexi tour and gliding schedule examples
show daily work schedules. The variable day schedule example is a weekly schedule. The variable week schedule and maxi
flex examples are biweekly work schedules. These models are not meant to be all inclusive.
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Model of Compressed Work Schedule

5/4-9 COMPRESSED PLAN

Basic Work Requirement
A full-time employee works eight 9-hour days and one 8-hour
day for a total of 80 hours in a biweekly pay period. The
agency head determines the number of hours a part-time
employee must work in a 9-day biweekly pay period.

Tour of Duty
The "tour of duty" is established by the agency and is less
than 10 workdays in a biweekly pay period.

Overtime Work
Overtime work is work ordered or approved in advance by
management and is in excess of the compressed work
schedule's basic work requirement.

Holiday
Employee is entitled to basic pay with respect to the holiday
for the number of hours his/lher CWS on that day.

When holiday falls on scheduled non-workday, the workday
immediately before the non-workday becomes the in-lieu-of
holiday.

Example - 1) non-workday is Monday and holiday falls on that
Monday, the in lieu-of holiday is normally the preceding
Friday. 2) Holiday falls on Sunday, and following Monday is
non-workday, the in lieu-of holiday is the employee's next
scheduled workday.

5/4-9 COMPRESSED PLAN

Group A Wiaak 1 ‘Wask 2
! &
T 8 3
W g 1
Th 9 1
F 9 9
Group B gk 1 Wizak 2
M §
T 9 g
W El g
L ] ]
r 9 9

TOTAL HOURS WORKED BY GROUP A=80
TOTAL HOURS WORKED BY GROUP B=80
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A Comparison of Flexible and Compressed Work Schedules

Flexible Work Schedules

a. Basic Work Requirement

The basic work requirement for a full-time employee is
80 hours in a biweekly pay period. Agencies may also
establish daily or weekly work requirements. The
agency head determines the number of hours a part-
time employee must work in a specific period.
Agencies may permit employees to complete their
basic work requirement in less than 10 workdays.

b. Tour of Duty

The tour of duty defines the limits within which an
employee must complete his or her basic work
requirement.

c. Credit Hours

Hours may be worked in excess of the basic work
requirement at the option of the employee in order to
vary the length of the workday or workweek. Not all
FWS programs provide for credit hours.

d. Overtime Work

Overtime work consists of hours of work that are
officially ordered in advance and in excess of 8 hours
in a day or 40 hours in a week, but does not include
hours that are worked voluntarily, including credit
hours, or hours that an employee is "suffered or
permitted" to work which are not officially ordered in
advance. (See 5 CFR 551.401(a)(2).)

e. Compensatory Time Off

An agency may, at the request of an employee,
approve compensatory time off in lieu of overtime pay
for non-SES employees. (See 5 U.S.C. 6123(a)(1).)
Mandatory compensatory time off is limited to FLSA-
exempt employees (who are not prevailing rate
employees) whose rate of basic pay is greater than the
rate for GS-10, step 10. (See 5 CFR 550.114(c).)

f. Night Pay

For GS and other employees covered by 5 U.S.C.
5545(a), agencies must pay night pay for those hours
that must be worked between 6 p.m. and 6 a.m. to
complete an 8-hour daily tour of duty. Agencies must
also pay night pay for all designated core hours worked
between 6 p.m. and 6 a.m. and for any regularly
scheduled overtime work between those hours.

Compressed Work Schedules

a. Basic Work Requirement

A full-time employee must work 80 hours in biweekly
pay period and must be scheduled to work on fewer
than 10 workdays. A part-time employee has a fixed
schedule of fewer than 80 hours in a biweekly pay
period and must be scheduled to work on fewer than
10 workdays.

b. Tour of Duty
The tour of duty is defined by the fixed compressed
work schedule established by the agency.

c. Credit Hours

The law provides credit hours only for flexible work
schedules. There is no legal authority for credit hours
under a CWS program. See 5 U.S.C. 6121(4).

d. Overtime Work

For a full-time employee, overtime work consists of all
hours of work in excess of the established compressed
work schedule. For a part-time employee, overtime
work must be hours in excess of the compressed work
schedule for the day (more than at least 8 hours) or for
the week (more than at least 40 hours).

e. Compensatory Time Off

Compensatory time off may be approved in lieu of
overtime pay only for irregular or occasional overtime
work by an "employee" as defined in 5 U.S.C. 5541(2)
or by a prevailing rate employee as defined in 5 U.S.C.
5342(a)(2), but may not be approved for an SES
member. Mandatory compensatory time off is limited to
FLSA-exempt employees (who are not prevailing rate
employees) whose rate of basic pay is greater than the
rate for GS-10, step 10.

f. Night Pay

The regular rules governing entitlement to night pay, at
5 CFR 550.121 and 122, apply. (See 5 CFR 532.505
for prevailing rate employees.)
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g. Pay for Holiday Work

Holiday premium pay for non-overtime work is limited
to a maximum of 8 hours in a day for full-time or part-
time employees. A part-time employee scheduled to
work on a day designated as an "in lieu of" holiday for
full-time employees is not entitled to holiday premium
pay for work performed on that day.

h. Pay for Sunday Work

A full-time employee who performs regularly scheduled
non-overtime work during a period of duty, part of
which is performed on Sunday, is entitled to Sunday
premium pay (25 percent of the rate of basic pay) for
the entire period of work up to 8 hours. (See 5 CFR
550.171.) A part-time employee is not entitled to
Sunday premium pay for Sunday work. (See 5 U.S.C
5546 (a), 46 Comp. Gen. 337 (1966), and 5
CFR.610.111(d).)

i. Holidays

A full-time employee prevented from working on a
holiday (or an "in lieu of" holiday) is entitled to pay for 8
hours for that day. A part-time employee prevented
from working on a holiday is entitled to pay for the
number of hours he or she would have worked but for
the holiday, not to exceed 8 hours. When a holiday falls
on a non-workday of a part-time employee, there is no
entittement to pay for an "in lieu of" holiday. (See 5
U.S.C. 6124.)

j- Excused Absence

The amount of excused absence to be granted an
employee covered by an FWS program should be
based on his or her typical schedule.

k. Temporary Duty

The agency may allow an employee covered by an
FWS program to continue the existing schedule, modify
that schedule, or require him or her to follow the
schedule used at the temporary work site.

I. Travel

Time spent in a travel status is considered to be hours
of work only as provided in 5 CFR 550.112(g) or 5
U.S.C. 5544 (prevailing rate employees) for FLSA
exempt employees, and as provided in 5 CFR
550.112(g) or 5 U.S.C. 5544 and 551.422 for
nonexempt employees. Agencies may find it advisable
to establish procedures to revert employees to
standard fixed schedules when traveling.

m. Application of Flexible Work Schedules in
Unorganized Units

g. Pay for Holiday Work

Holiday premium pay for non-overtime work is limited
to the number of hours normally scheduled for that day.
A part-time employee scheduled to work on a day
designated as an "in lieu of" holiday for full-time
employees is not entitled to holiday premium pay for
work performed on that day.

h. Pay for Sunday Work

A full-time employee who performs regularly scheduled
non-overtime work during a period of duty, part of
which is performed on Sunday, is entitled to Sunday
premium pay (25 percent of the rate of basic pay) for
the entire scheduled period of duty that day. (See 5
U.S.C. 6128(c) and 5 CFR 610.111(d).) A part-time
employee is not entitled to premium pay for Sunday
work.

i. Holidays

A full-time employee prevented from working on a
holiday (or an "in lieu of" holiday) is entitled to pay for
the number of hours of the compressed work schedule
for the employee on that day. A part-time employee
prevented from working on a holiday is entitled to pay
for the number of hours of the compressed work
schedule on that day. When a holiday falls on a non-
workday of a part-time employee, there is no
entitlement to pay or an "in lieu of" holiday. (See 5 CFR
610.406 and Comptroller General opinion B-217080,
June 3, 1985.)

j. Excused Absence

All compressed work schedules are fixed schedules.
The regular agency practices applicable to
administration of excused absence apply.

k. Temporary Duty
(Same as Flexible Work Schedules)

I. Travel
(Same as Flexible Work Schedules)

m. Application of Compressed Work Schedules in
Unorganized Units
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Agencies may unilaterally install FWS programs in
unorganized units. There is no requirement for a vote
of affected employees.

n. Determining Hardships under Flexible Work
Schedules

Since FWS programs generally provide employees the
flexibility to continue to work traditional schedules, the
agency is not required to consider exclusion of an
employee from the FWS program for personal
hardship.

In an unorganized unit, a majority of affected
employees must vote to be included in a CWS
program. (See 5 U.S.C. 6127(b).)

n. Determining Hardships under Compressed Work
Schedules

An employee for whom a CWS program would impose
a personal hardship may request to be excluded from
the program. The request must be submitted to the
agency in writing. The agency must determine whether
a personal hardship exists. If so, the employee must be
excepted from the CWS program or reassigned to the
first position that meets the criteriain 5 U.S.C.
6127(b)(2)(B).
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Appendix C
Deciding Official Framework for Telework Determination

Granting telework must be based on sound business and performance management
principles. In order to assist the deciding official in determining whether a specific
employee’s request for a telework agreement should be granted, the employee’s
supervisor must forward a memorandum to the deciding official specifically answering
the following questions (if the supervisor is the deciding official, the supervisor should
draft this as a memorandum for record and retain in his or her supervisory file for the
requesting employee):

1. Why is telework being requested? Specify what type of telework is being sought (i.e.
situational/ad hoc, recurring or regular) and the proposed duration. Provide primary
reason for the telework request and your reasons for recommendation of approval or
disapproval.

2. Describe in detail the daily responsibilities of the employee. Do not merely provide
the language from the position description; the responsibilities should be outlined as
specifically as possible, including the amount of work requiring face-to-face
coordination, amount of “portable work” (i.e. work that can be performed at an alternate
location), amount of work involving sensitive information.

3. Describe in detail how having this employee telework would affect the remainder of
the work unit? How will staff coordination and meetings within the work unit be
handled?

4. Describe in detail your plan for supervising the work product of the employee.
Estimate the amount of additional time needed to supervise the teleworking employee.

5. Where does the employee propose to telework from?

6. If employee is requesting regular or recurring telework, is the position coded as
eligible for regular or recurring telework (ER001) in DCPDS?

7. If employee is requesting regular or recurring telework and the position, is coded as
eligible for situational or ad hoc telework only (ES002) in DCPDS, have the duties and
responsibilities related to that position significantly changed? Are there other
compelling reasons to grant regular or recurring telework that should be considered?

8. Is the requestor newly appointed to a trainee or entry level position?
9. Has the requestor had any time and attendance issues within the past two years? If

so, please provide an explanation of the issue and the disciplinary action or counseling,
if any, taken by management regarding the issue.
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10. Has the requestor had any issues with respect to the misuse or abuse of
government IT equipment within the last two years? If so, please provide an explanation
of the issue and the disciplinary action or counseling, if any, taken by management
regarding the issue.

11. Has the requestor had any performance or conduct issues within the last 12
months? If so, please provide an explanation of the issue and the disciplinary action or
counseling, if any, taken by management regarding the issue.

12. What was the requestor’s last rating of record (employees must have a rating of 3 to
be eligible)?

13. Does this employee have any unresolved security issues?

NOTE: The official worksite for an employee covered by a telework agreement is the
location of the traditional worksite for the employee’s position, as long as the employee
is scheduled to report physically at least twice each biweekly pay period on a regular
and recurring basis to the traditional worksite. When an employee’s worksite is changed
from the official worksite to the telework location in a permanent arrangement, a
Standard Form 50 must be completed by the servicing human resources office.
Supervisors and employees should be aware of the implications of this arrangement.
IAW IMCOM Regulation 690-16 states that employees may be required to report to the
traditional worksite based on operational requirements. Employees are entitled to
reimbursement for official business travel to the traditional worksite when the employee
teleworks full-time from a location outside the local commuting area and his or her
alternate worksite has been determined as his or her official duty station. Employees
are compensated based on the location of their official worksites (i.e. a change in the
official worksite may change the employee’s locality pay). Reassignment of the
employee from the official worksite to the telework site may also have implications for a
reduction in force (the telework site may be a different competitive area than the
traditional worksite.)

Telework does not have to be a full time arrangement. For example if the employee’s
duties require face-to-face coordination for three days a week, management can
consider granting telework for the remaining two days. What percentage of the
employee’s duties can be performed at an alternate location?
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Appendix D

Person Telework Eligibility Codes

Person
Telework
Eligibility Code

Description

EROO1

Employee eligible for regular and recurring telework, including emergency and
OPM prescribed “unscheduled telework.”

ES002

Employee eligible for situational telework only, including emergency and OPM
prescribed “unscheduled telework.”

EMO003

Employee eligible to telework due to medical condition.

NE100

Prohibited due to official discipline for more than five days of AWOL in a calendar
year.

NE101

Prohibited due to discipline for violation of SP G, ethical standards for viewing,
downloading, exchanging pornography, including child pornography on a federal
government computer or while performing official federal government duties.

NE102

Not eligible due to employee conduct issues. Employee may be eligible during
emergency or OPM prescribed “unscheduled telework.” Supervisor approval is
required on case-by-case basis.

NE103

Not eligible due to employee performance issues. Employee may be eligible
during emergency or OPM prescribed “unscheduled telework.” .” Supervisor
approval is required on case-by-case basis.

NE104

Not eligible due to employee failure to meet performance requirement of
agreement. Employee may be eligible during emergency or OPM prescribed
“unscheduled telework.” Supervisor approval is required on case-by-case basis.

NE105

Not eligible during period of trainee status. Employee may be eligible during
emergency or OPM prescribed “unscheduled telework.” Supervisor approval is
required on case-by-case basis.

NE106

Not eligible - Position requires extensive face-to-face contact with supervisor,
employees and clients, and employee’s physical presence. May be eligible in
emergency or OPM “unscheduled telework.” Supervisor approval required on
case-by-case basis.

NE107

Not eligible - Position requires access to material or special equipment that
cannot be moved from office. Employee may be eligible during emergency or
OPM *“unscheduled telework.” Supervisor approval is required on case-by-case
basis.

NE108

Not eligible due to daily requirement to handle classified materials. Employee
may be eligible during an emergency or for OPM “unscheduled telework,”
Supervisor approval is required on case-by-case basis.
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Appendix E

ATAAPS and TLMS Timesheet Codes

HG — Holiday Work

RG — Regular

CB — Travel Comp Earned

CC — Comp Time Callback

CE — Comp time Earned

CF — Travel Comp Time Taken

CT — Comp Time Taken

CA — Religious Comp Time Taken
CR - Religious Comp Time Earned
HC — Holiday Callback

KA — Leave W/O Pay

KB — Suspension

KC - AWOL

KD — Office Of Worker Comp Program
KE - Furlough

KF — Non duty w/l regular Schedule
KG — Military Furlough

LB — Advanced Annual

LC — Court

LF — Forced Annual

OU - Overtime Unscheduled

LG — Advanced Sick

LI — Military

LJ — Shore

LK — Home

LL — Law Enforcement

LO — BRAC Restored Leave
LP — Annual , Restored #3
LQ — Annual, Restored #2
LR — Annual, Restored #1
LX — Non-work, Paid (death)
LA — Annual Leave

LH — Leave Holiday

LM — Military Leave

LN — Administrative Leave
LS - Sick Leave

LV — Excused Absence

LY — Time Off Leave Award
LT — Traumatic Injury

OC — Overtime Callback

OS — Overtime Scheduled

ANN — Annual Leave
CMP — Comp Leave
H_L — Home Leave
HDP — Holiday Worked
HOL — Holiday Leave
LWO — Leave W/O Pay

R_H — Remove Holiday

REG - Regular Time

SIC - Sick Leave

SL — Sick Leave/OT

HL — Holiday/OT

TCE — Travel Comp Earned

TCT — Travel Comp Time Taken
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Appendix F

IMCOM AEC, Regions, and Garrisons Designated Approval Authority (DAA)
Telework Delegation Matrix. No further delegation is authorized.

For Employees Assigned to: Telework Approval Authority for 1 — 5 Days Per
Week (Regular and Recurring), Situational, or
Ad Hoc
AEC Commander
Region Staff Region Director/Chief of Staff
Garrisons Garrison Commander/Manager

HQ IMCOM Designated Approval Authority (DAA) Telework Delegation Matrix. No
further delegation is authorized.

For Employees Assigned to: Telework Approval Telework Approval
Authority for4 -5 Authority for 1 — 3 Days
Days Per Week Per Week (Regular and
(Regular and Recurring), Situational,
Recurring) or Ad Hoc
Headquarters IMCOM
Directorate Staff (G Staff) DCG/COS Principal Staff Director
Personal Staff DCG/COS DCG/COS
Command Group/Special Staff | DCG/COS DCG/COS
Glossary
Section |

Abbreviations

AF — Appropriated Fund

AR — Army Regulation

ARIMS — Army Records Information Management System
CAC — Common Access Card

CCL — Cryptographic Logon

COOP — Continuity of Operations

CUI — Controlled Unclassified Information
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DAA — Designated Approval Authority

DOD — Department of Defense

FOUO — For Official Use Only

HCEN — Headquarters Classified Enterprise Network
HEN — Headquarters Enterprise Network

HQ — Headquarters

HQDA — Headquarters, Department of Army
HRD — Human Resources Division

IM — Information Management

IMCOM — Installation Management Command
IT — Information Technology

MSO — Mission Support Office

NAF — Non-Appropriated Fund

NEC — Network Enterprise Center

OPM — Office of Personnel Management

PKI — Public Key Infrastructure

RAS — Remote Access Server

SP — Service Pack

TLMS — Time and Labor Management System
USAEC — US Army Environmental Command

VPN — Virtual Private Network
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Section Il
Terms

Ad-hoc telework — Approved telework performed at an alternative worksite on an
occasional or irregular basis. The telework opportunity may be a result of a medical
problem, reasonable accommodation or the need to be focused on a special project.
Other situations may develop that make it beneficial for the employee and supervisor to
agree on an episodic telework opportunity (e.g., when the traditional worksite is faced
with a volatile situation, such as a mass demonstration or weather-related incidents).

Alternative worksite — Location where an employee is allowed to work in lieu of
reporting to the official duty station. The worksite does not act as a barrier to the
employee’s ability to perform officially assigned duties.

Continuity of Operations (COOP) — Plan that allows the organization to continue to
perform its mission even in the event of an emergency.

Credit Hours — are hours that an employee elects to work, with supervisory approval,
in excess of the employees basic work requirement under a flexible work schedule.

Official duty station — Location where an employee is scheduled (while in duty status)
to report at least twice a pay period on a regular and recurring basis to the regular
worksite for the employee’s position of record.

Regular and recurring telework — Approved work schedule where employees eligible
to telework will work at least one day per pay period at an alternative worksite.

Telework or telecommuting — Alternative work arrangement that permits an
employee to perform officially assigned duties away from the principal office under
circumstances to reduce or eliminate commute time.

Teleworker — Employee who, with the approval of the supervisor, works full-time or
part-time at locations other than the official duty station.

Telework agreement — Written agreement, completed and signed by an employee,
supervisor and organization DAA, that outlines the terms and conditions of the telework
arrangement.

Traditional worksite — Location where an employee would work, absent a telework
arrangement.

Section llI
Special Abbreviations and Terms

This section contains no entries.
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DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT COMMAND
2405 GUN SHED ROAD
JOINT BASE SAN ANTONIO FORT SAM HOUSTON, TX 76234-1223

0CT 23 2018

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Installation Management Command (IMCOM) Civilian Human Resources
Delegation Authorities, Version 02-2018 and Issuance of Civilian and Military Awards
Delegations

1. References.

a. Memorandum, Assistant Secretary of the Army (Manpower and Reserve Affairs),
23 October 2017, subject: Delegation of Civilian Human Resources Authorities —
Version 02-2017.

b. Memorandum, U.S. Army Installation Management Command, 18 January 2018,
subject: Installation Management Command (IMCOM) Civilian Human Resources
Delegation Authorities, Version 01-2018 and Issuance of Civilian and Military Awards
Delegations (superseded).

2. The Secretary of the Army (SA) delegated to the Assistant Secretary of the Army
(Manpower and Reserve Affairs) (ASA (M&RA)) the authority to exercise delegations in
reference 1.a.

3. The enclosed matrix updates the IMCOM Civilian human resources delegation
authorities and includes Civilian and Military awards delegations. The matrix includes
updated delegations contained in reference 1.b. and supersedes that document. The
matrix is located on the IMCOM G1 Share Point at
https://army.deps.mil/army/cmds/imcom HQ/G1/ASD/docs/Forms/Allltems.aspx. As
Department of the Army implementing guidance and instructions pertaining to these
civilian human resources authorities are developed and/or revised and delegation
authorities are identified, modified and/or published, additional guidance will be
provided.

4. The accompanying matrix reflects current delegated Civilian human resources
authorities. Further revisions and updates to applicable IMCOM regulations and/or
procedural guidance will be published as necessary. Delegates identified in the
enclosed matrix are responsible for all actions taken pursuant to these delegations.
To the extent in which the application of policies contained within these delegation
authorities impact employee’s conditions of employment, all applicable collective
bargaining obligations must be met in its implementation.






IMHR-C
SUBJECT: Installation Management Command (IMCOM) Civilian Human Resources
Delegation Authorities, Version 02-2018 and Issuance of Civilian and Military Awards

Delegations

5. The enclosed delegations remain in effect until expired, extended, suspended,
superseded, or rescinded.

6. Headquarters IMCOM, G1 is the proponent for this correspondence. The point of
contact is Staffing/Classification Branch Chief at commercial (210) 466-0416.

P
Encl ‘\—f“ﬁgv A BECKER>\

as Lieutenant General, USA
Commanding

DISTRIBUTION:

DCG, IMCOM

CSM, IMCOM

EDCG, IMCOM

COS, IMCOM

Directors, IMCOM Staff

Directors, IMCOM Directorates

Commander, Army Environmental Command
Commanders, IMCOM Garrisons





IMCOM Civilian Human Resources Delegation Authorities Matrix, Version 02-2018 and Issuance of Civilian and Military Awards Delegations

Version 02-2018, 23 October 2018

IMCOM CG Delegates to
ASA(MRA) G Retains Authoriy MCOM GG Delgtes MGOM CG Delegates IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors IMC%!;S;%?;::;:;ZICOM IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions . ) . ) AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, N First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma.nagers ) (unless otherwise noted) Date)
otherwise noted): (unless otherwise noted):
1 [Appointing Authority 3 Title 5 United States [ Administrative Assistant to the Approving officials will document all hiring decisions on Authority to take final action IAW No additional internal 3 Apr 2020
Code (U.S.C.) 302(b) and 5 U.S.C. 3101 |Secretary of the Army (AASA)4 IMCOM Form 13 and maintain the form until the action applicable guidance related to controls. (and every 3
A person authorized to take has been filled or withdrawn. A copy of the signed employment, direction and general years
final action on matters 5U.S.C. 3341 [ Commanders/Heads of: Form 13 must accompany the request for personnel administration of personnel under their hereafter)
pertaining to the employment, action (RPA) forwarded to the Civilian Personnel purview to include making
direction, and general 5 CFR 300.301 o Army Commands (ACOMs), Advisory Center (CPAC) for recruitment. appointments:
administration of personnel
under their purview and make (5 CFR 316.401 o Army Service Component Guidance pertaining to the management of Civilian 0 permanent, term or temporary
appointments (e.g., career- Commands (ASCCs)5, and centrally managed posiitons can be found in PM 690- positions, provided there is a valid
conditional, time-limited, and {5 CFR Part 337, Subpart B 950-1 - IMCOM Civilian Succession Management. existing vacant authorization
direct hire), by delegation o Direct Reporting Units (DRUs)6 documented on the latest HQDA
through command channels ~ |Memo, IMRM, 6 March 2018, subject: approved Table of Distribution and
Over-Hire Approval Authority and Allowances (TDA) approved for use by
Process the CG. This includes extensions of
time-limited appointments within
Memo, IMCOM, 12 September 2017 regulatory guidelines.
subject: PM 690-950-2 - IMCOM Civilian |
Succession Management o may approve Civilian hiring
requests not to exceed 100 percent of
authorizations of the approved TDA as
identified on the latest monthly G8
OBS report aggregated at SAG level
onboard percentage.

2 |Authenticate Personnel 5U.S.C. 302(b) Director, CHRA, with ability to further  [Director, CHRA may further delegate authority to No additional internal 3 Apr 2020
Actions - Authenticating/ delegate the authority to CHRA Regional| CHRA Regional Directors or their designees for their controls. (and every 3
Approving Officials Directors or their designees. serviced organizations. years

)

Authority for the CHRA to Approving/authenticating officials may electronically

approve and authenticate approve a personnel action only after the responsible

personnel actions for serviced management official (RMO) has approved the action;

organizations without the need are responsible for determining that the action is in

for additional designations accordance with all laws, rules, regulations, and

from DA appointing authorities governing policies; and will ensure that all fiscal
requirements inherent in personnel laws and
regulations have been met and will alert appropriate
command staff if a case warrants additional scrutiny.
The RMO is responsible for approving the action in
accordance with law and regulation. The Appointing
Officer and RMO are primarily responsible, and will be
held accountable, for ensuring that a personnel action
is fiscally sound and an appropriate use of Army funds.
0

3 |Emergency- indefinite Title 5 Code of Federal Regulations 1AASA4 In instances when the AASA4, or Commander/Head of Authority to make emergency- No additional internal 3 Apr 2020

appointments (CFR) 230.402 ACOM, ASCC5, or DRU6 chooses to further delegate indefinite appointments in a national controls. (and every 3
[ Commanders/Heads of: the authority to make emergency-indefinite emergency years
Authority to make emergency- appointments, the authority must be delegated one thereafter)
indefinite appointments in a 0ACOMs, level above the designated appointing authority3.
national emergency
0ASCCsS5, and
0 DRUs6
4 |Upward Mobility Programs  |DoD Directive (DoDD) 1440.1, 21 ASA(M&RA) retains the authority. No  |Upward mobility programs must receive concurrence No additional internal 3 Apr 2020
May 1987, certified current as of 21 Nov [authority to further delegate. from the Deputy ASA (Diversity and Leadership) controls. (and every 3
Authority to develop and 2003, subject: The DoD Civilian Equal (DASA-D&L) and approval from the ASA(M&RA) before years
implement upward mobility Employment Opportunity (EEQ implementation. thereafter)

programs

Program, Incorporating
Through Change 3, 17 Apr 1992

DoD Directive (DoDD) 1020.02E, 8
Jun 2015, subject: Diversity
Management and Equal Opportunity in
the DoD, Incorporating

Change 1. 29 Nov 2016




https://www.gpo.gov/fdsys/pkg/USCODE-2015-title5/pdf/USCODE-2015-title5-partI-chap3-sec302.pdf
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IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors . IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A_uthorlty Imcom ce De'legates IMCON! CG Delegates ) AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrlst_)n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma.nagers (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):
5 |Voluntary Services in the Title 10 U.S.C. 1588 1AASA4 Authority to accept and use voluntary |Authority to accept and use voluntary Authority to accept and use voluntary  [Authority to accept and use voluntary Volunteer records will be 3 Apr 2020
Department of Defense services in DoD programs, as services in DoD programs, as services in DoD programs, as services in DoD programs, as retained for 3 years following | (and every 3
DoD Instruction (DoDI) 1100.21, 11 Mar |l Commanders/Heads of: authorized by 10 USC 1588 authorized by 10 USC 1588 authorized by 10 USC 1588 authorized by 10 USC 1588 the termination of volunteer |years
Authority to acceptand use 12002, subject: Voluntary Services in the service by the organization fter)
voluntary services Department of Defense, 0 ACOMs, receiving the service. After
in DoD programs, as Incorporating that period, a summary of
authorized by 10 USC 1588  [Change 1, 26 Dec 2002 0 ASCCs5, and each volunteer's service
may be electronically
0 DRUs6 maintained at the activity
until no longer needed.
6 | Civilian Mobility Program | DoD Instruction (DoDI) 1400.24 ASA(M&RA) retains the authority to No authority to further delegate. No additional internal 3 Apr 2020
17 Feb 2006, certified establish civilian mobility programs. No controls. (and every 3
Authority to establish civilian  |current as of 1 Dec authority to further delegate. years
mobility program 2010, subject: Civilian Mobility Program hereafter)

7 |Employment of Annuitants  [DoD Instruction (DoDI) 1400.25 1AASA4 Assistant G-1 for Civilian Personnel (AG-1 CP), under Authority to approve employmentof | Authority to approve employment of Authority to approve employment of | Authority to approve employment of AG-1CPto 3 Apr 2020
in Positions GS-15 and Vol. 300, 10 Dec 2008, subject: DoD the strategic direction of the Deputy Assistant annuitants for positions assigned to:  |annuitants for positions assigned to annuitants for positions assigned to:  |annuitants for positions assigned to provide quarterly reports for |(and every 3
Below (or Equivalent) Civilian Personnel Management System:|l Commanders/Heads of: Secretary of the Army (Civilian Personnel) (DASA CP), AEC up to GS-13 (or equivalent) IMCOM Garrisons up to GS-13 (or ASA(M&RA) years

Employment of Federal Civilian will issue additional instructions and procedures as 0 HQ IMCOM up to GS-15 (or o IMCOM Directorates up to GS-15 |equivalent) review. thereafter)
Authority to approve Annuitants in the Department of 0ACOMs, necessary to support operational requirements and equivalent) (or equivalent)
employment of annuitants in | Defense ensure the appropriate use of the delegated authority. Note: This authority is also delegated
positions of GS-15 and below 0 ASCCs5, and Implementing guidance and instructions will be updated o AEC GS-14 and GS-15 (or o IMCOM Garrisons GS-14 and GS-to IMCOM Deputy Garrison
(or equivalent) as necessary to incorporate changes required by equivalent) 15 (or equivalent) Commanders/ Deputy Garrison
0 DRUs6 changes in rule, law, regulation, or higher authority Managers
guidance. Note: This authority is also delegated
to IMCOM Deputy Directors

8 |Appointment of Experts and |5 CFR Part 304 [ Commanders/Heads of: Office of the ASA(M&RA) Civilian Senior Leadership Authority to appoint a qualified expert Authority to appoint a qualified expert No additional internal 03 Apr 2020

Consultants Management Office (CSLMO) or the DASA-CP will or consultant to an expert or or consultant to an expert or controls. (and every 3

Memo, ASA (M&RA), 5 Feb 2018 0ACOMs, issue additional instructions and procedures as consultant position that requires only consultant position that requires only years
Authority to appoint a qualified |subject: Delegation of Authority - necessary to support operational requirements and intermittent and/or temporary intermittent and/or temporary hereafter)
expert or consultant to an Appointment of Experts and Consultants [ o ASCCs5, and ensure the appropriate use of the delegated authority. employment employment
expert or consultant position Implementing guidance and instructions will be updated
that requires only intermittent 0 DRUs6 as necessary to incorporate changes required by
and/or temporary employment changes in rule, law, regulation, or higher authority

guidance.
9 |Employment of Spouses of |DoD Instruction (DoDI) 1400.25 1AASA4 Authority to approve waivers to accept |Authority to approve waivers to accept Authority to approve waivers to accept |Authority to approve waivers to accept No additional internal 3 Apr 2020
Active Duty Military Vol. 315, 19 Mar 2012, subject: DoD an application from a military spouse if {an application from a military spouse if an application from a military spouse if |an application from a military spouse if controls. (and every 3
Civilian Personnel Management System:{l Commanders/Heads of: no Federal agency exists in the no Federal agency exists in the no Federal agency exists in the no Federal agency exists in the years
Authority to approve waivers to|Employment of Spouses of Active spouse’s geographic area; and to spouse’s geographic area; and to spouse’s geographic area; and to spouse’s geographic area; and to hereafter)
accept an application froma  [Duty Military 0 ACOMs, approve exceptions to selections approve exceptions to selections approve exceptions to selections approve exceptions to selections
military spouse if no Federal based on compelling hardship to the  |based on compelling hardship to the based on compelling hardship to the  [based on compelling hardship to the
agency exists in the spouse’s 0 ASCCs5, and organization mission or the applicant ~ [organization mission or the applicant organization mission or the applicant  |organization mission or the applicant
geographic area; and to
approve exceptions to 0 DRUs6
selections based on
compelling hardship to the
organization mission or the
applicant
10 |Age Waivers for Air Traffic |DoD Instruction (DoDI) 1400.25 1AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to approve waivers for Provide a list of employee(s) |3 Apr 2020
Controllers (ATCs) Vol. 331, 26 Jan 2015, subject: DoD will issue additional instructions and procedures as maximum entry age, reentry age, and to whom a waiver was (and every 3
Civilian Personnel Management System:{l Commanders/Heads of: necessary to support operational requirements and mandatory age separation for civilian granted along with a copy of |years
Authority to approve maximum |Civilian Air Traffic Controllers (ATCs ensure the appropriate use of the delegated authority. ATCs up to the age of 61 for the approved waiver(s) to fter)
entry age waivers, reentry age 0 ACOMs, Implementing guidance and instructions will be updated employees assigned to: AG-1CP at
waivers, and mandatory age as necessary to incorporate changes required by the end of each calendar
separation waivers for civilian 0 ASCCs4, and changes in rule, law, regulation, or higher authority o IMCOM Garrisons year.
ATCs up to the age of 61 guidance.
0 DRUs6
11 |Position Coverage DoD Instruction (DoDI) 1400.25 ASA(M&RA) to No authority to further delegate. No additional internal 3 April 2020
Determination for Air Traffic |Vol. 331, 26 Jan 2015, subject: DoD ine ATC positions for special controls. (and every 3
Controller Positions Civilian Personnel Management System: retirement coverage under the Civil years
Civilian Air Traffic Controllers (ATCs! Service Retirement System and Federal hereafter)
Authority to determine position Employees Retirement System
coverage programs (position coverage), with no
authority to further delegate.
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IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors By IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A.uthorlty IMCOM CG Delegates lMCON! CG Delegates AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrls?n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
. . (unless otherwise noted) to DCG: to Executive Deputy to CG: . . . - Garrison Managers .
(if applicable) (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless N (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

12 |Intergovernmental 5U.8.C. 3371-3375 1 AASA4 The DASA-CP has the authority to issue guidance Authority to approve IPA assignments Authority to approve IPA assignments Semiannual reportdue to |3 Apr 2020
Personnel Act Program regarding the responsibilities, procedures and program for: for: AG-1 CP to be submitted to |(and every 3
(IPA) 5 CFR Part 334 1 Commanders/Heads of: management. DASA-CP. years

o HQ IMCOM o IMCOM Directorates thereafter)
Authority to approve IPA General Orders No. 2017- 0ACOMs, AG-1 CP, under the strategic direction of the DASA-CP,
assignments 01,5 Jan 2017 will issue additional instructions and procedures as o AEC o IMCOM Garrisons
0 ASCCs5, and necessary to support operational requirements and

Memo, SAMR, 3 Mar 2016, subject: ensure the appropriate use of the delegated authority.

Intergovernmental Personnel Act 0 DRUs6 Implementing guidance and instructions will be updated

Program Guidance on Responsibilities as necessary to incorporate changes required by

Procedures and Program Management changes in rule, law, regulation, or higher authority

guidance.

Memo, SAMR

26 Feb 2016, subject: Intergovernmental

Personnel Act Program Policy

13 |Age Waivers for Civilian DoD Instruction (DoDI) 1400.25, 1AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to approve maximum entry Authority to approve maximum entry Provide a list of employee(s) |3 Apr 2020
Firefighters and Law Vol. 336, 22 Jan 2015, subject: DoD will issue additional instructions and procedures as age waivers; reentry age waivers; and age waivers; reentry age waivers; and to whom a waiver was (and every 3
Enforcement Officers Civilian Personnel Management System:|l Commanders/Heads of: necessary to support operational requirements and mandatory age separation waivers for mandatory age separation waivers for granted along with a copy of |years
(LEOs) Civilian Firefighters and Law ensure the appropriate use of the delegated authority. civilian firefighters and law civilian firefighters and law the approved waiver(s) to  |thereafter)

Enforcement Officers 0ACOMs, Implementing guidance and instructions will be updated enforcement officers up to the age of enforcement officers up to the age of AG 1 CP at the end of each
Authority to approve maximum as necessary to incorporate changes required by 60 for: 60 for: calendar year.
entry age waivers; reentry age 0 ASCCs5, and changes in rule, law, regulation, or higher authority
waivers; and mandatory age guidance. o HQIMCOM o IMCOM Directorates
separation waivers for civilian 0 DRUs6
firefighters and law o AEC o IMCOM Garrisons
enforcement officers up to the
age of 60
14 | Other Than Full-Time DoD Instruction (DoDI) 1400.25 1 AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to establish part-time career [No additional internal 3 Apr 2020
Employment Vol. 340, 26 Jun 2006 through will issue additional instructions and procedures as employment program IAW DoD controls. (and every 3
Change 1, 8 Jun 2010, Administratively [l Commanders/Heads of: necessary to support operational requirements and guidance years
Establishment of the Part-Time [reissued 8 Jun 2010 ensure the appropriate use of the delegated authority. thereafter)
Career Employment Program  subject: DoD Civilian Personnel 0 ACOMs, Implementing guidance and instructions will be updated
Management System: Other Than Full- as necessary to incorporate changes required by
Time Employment 0 ASCCs5, and changes in rule, law, regulation, or higher authority
guidance.
0 DRUs6
15 |Reduction in Force (RIF) 5 CFR Part 351 Authority to approve RIF separating less |Secretary of the Army retains the authority to approve  |Authority to approve RIF separating No additional internal 3 Apr 2020
than 25 employees: RIFs separating 50 or more employees. less than 25 employees controls. (and every 3
Authority to approve RIF for  |DoD Instruction (DoDI) 1400.25, Vol. years
fewer than 351, 19 Jan 2011, subject: DoD Civilian [+ AASA4 ASA(M&RA) retains the authority to approve RIFs thereafter)

50 employee separations

Personnel Management System:
Coordination and Clearance

Requirements for Personnel Reductions
Closures of Installations and Reductions

of Contract Operations
in the United States

Memo, Deputy Secretary of Defense, 19
Jan 2017, subject: Policy and
Procedures for Reductions in Force in
the Civilian Workforce

+ Commanders/Heads of:

0 ACOMs,

0 ASCCs5, and

0 DRUs6

separating 25 to 49 employees.

Note: No matter the number of the potential RIF
separations, the RIF Congressional Notification Plan
must be approved by the office of the Secretary of the
Army. All RIF packages, no matter the number
involved, should be coordinated with AG-1 CP.

AG-1 CP, under the strategic direction of the DASA-CP,
will issue additional instructions and procedures as
necessary to support operational requirements and
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.
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IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors By IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A.uthorlty Imcom ce Dellegates lMCON! CG Delegates ' AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrls9n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma!nagers (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

16 |Civilian Academic Degree  |DoD Instruction (DoDI) 1400.25 The ASA(M&RA) retains authority to ASA (M&RA) Delegation (cont.) The ASA(M&RA) retains authority to The Deputy Chief of Staff 3 Apr 2020

Training (ADT) Vol. 410, 25 Sep 2013, subject: DoD  |approve policies and academic degree approve policies and academic degree (DCS), G-3 will provide (and every 3
Civilian Personnel Management System: |training applications, regardless of 5. For masters and below (and equivalent) degrees  |training applications, regardless of monthly updates to the years
Authority to approve planned, |Training, Education, and Professional  [funding source, with the following specifically related to science, technology, engineering, |funding source, with the following ASA(M&RA). thereafter)
systematic and coordinated | Development exceptions: or mathematics (STEM), ADT approval authority is exceptions:
programs of professional delegated to: In coordination with the
development consistent with 1. Employees selected to attend the 1.- 4. (see ASA M&RA Matrix) ASA(M&RA), the DCS, G-3
specific criteria Defense Comptrollership Program. + AASA4 will develop policies and
5. For masters and below (and procedures for administering

2. Acquisition Corps members seeking [+ Commanders/Heads of: equivalent) degrees specifically the Army’s ADT

to meet Defense Acquisition Workforce related to science, technology, programs.

Improvement Act requirements may 0 ACOMs, engineering, or mathematics (STEM),

receive ADT identified in an approved 0ASCCs5, and ADT approval authority is delegated

Acquisition Corps individual 0 DRUs6 to:

development plan.

Additional instructions: + AASA4

3. U.S. Army Medical Command civilian

employees competitively selected to - Memo, DAMO-TR, 17 Sep 2009, subject: Academic |+ Commanders/Heads of:

participate in the Army / Fayetteville Degree Training, Memo, DAMR-TR, 25 May 2017,

State University Master of Social Work  |subject: Approval of Academic Degree Training, and 0ACOMSs,

Program Memo, DAMO-TR 25 May 2017, subject: Procedures

for Civilian Employee Academic Degree Training (ADT)| o ASCCs5, and

4. Comptroller Career Program for Science, Technology, Engineering, and

employees selected to participate in the [Mathematics (STEM) degrees. 0 DRUs6

DOD Inspector General program at

Georgetown University - ACTEDS Catalog at www.cpol.army.mil.

17 |Payment of Expenses to DoD Instruction (DoDI) 1400.25, 1AASA4 Authority may be further delegated in writing to the Authority to use appropriated funds or |HQ IMCOM Staff Directors are Authority to use appropriated funds or |Authority to use appropriated funds or Report due to AG-1 CP 3 Apr 2020
Obtain Professional Vol. 410, 25 Sep 2013, subject: DoD appointing authority3. other available funds to pay for authorized to use appropriated funds  |other available funds to pay for other available funds to pay for annually with an evaluation |(and every 3
Credentials Civilian Personnel Management System: |l Commanders/Heads of: expenses for employees assigned to  |or other available funds to pay for expenses for employees assigned to  |expenses for employees assigned to of the effectiveness of the  |years

Training, Education, and Professional AEC to: expenses for employees assigned to  {IMCOM Directorates to: IMCOM Garrisons to: program and information on | thereafter)
Authority to use appropriated |Development 0 ACOMs, HQ IMCOM to: the usage including, ata
funds or other available funds o obtain professional credentials o obtain professional credentials 0 obtain professional credentials minimum, payments made
to pay for expenses for 0 ASCCs5, and (including expenses for professional o obtain professional credentials  |(including expenses for professional  |(including expenses for professional by job series and grade, to
employees to obtain accreditation, State-imposed and (including expenses for professional  |accreditation, State-imposed and accreditation, State-imposed and be reported to DASA-CP.
professional credentials 0 DRUs6 professional licenses, and professional|accreditation, State-imposed and professional licenses, and professional[professional licenses, and professional
(including expenses for certification), and professional licenses, and professional|certification), and certification), and
professional accreditation, certification), and
State-imposed and o for examinations to obtain such o for examinations to obtain such o for examinations to obtain such
professional licenses, and credentials o for examinations to obtain such [credentials credentials
professional certification), and credentials
for examinations to obtain
such credentials

18 |Agreements to Substitute  |DoD Instruction (DoDI) 1400.25 1. Training agreements that include Authority to approve training agreements that include Authority to approve training Copies of approved training 3 Apr 2020
Training, Education, and Vol. 410, 25 Sep 2013, subject: DoD  |waiver of time-in-grade requirements or |waiver of time-in-grade requirements or that have DA- agreements for IMCOM employees plans will be provided to AG- | (and every 3
Professional Develoy Civilian Personnel Management System:|that have DA-wide application is wide application is delegated only to the AG-1 CP. that allow for intensive training as a 1 CP for both DA-wide years
(TE&PD) Training, Education, and Professional  |delegated only to AG-1 CP. substitute for normal qualification application and local or thereafter)

Activities for Required
Experience

Authority to establish training
agreements to provide job-
related training designed to
satisfy all or part of the
experience required by

U.S. Office of Personnel
Management (OPM) or DoD
qualification standards; and
training agreements that may
qualify an employee for
another position at an
accelerated rate

Development

2. Training agreements that allow for
intensive training as a substitute for
normal qualifications standards (when
the plan has local or
ACOM-wide application) is delegated to:
1AASA4
[ Commanders/Heads of:

0 ACOMs,

0 ASCCs5, and

0 DRUs6

OPM retains authority to approve training agreements
that result in consecutive back-to-back promotions at
accelerated rates.

standards (when the plan has local or
command-wide application)

command application.
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Defense (Personnel

& Readiness) (USD

P&R)) 30 Sep 2004

subject: Department of Defense (DoD
Student Loan Repayment Program

0 ASCCs5, and

0 DRUs6

as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

Annual limitation for student loan repayments is
$10,000 per employee in any calendar year, and

aggregate limitation of $60,000 for any one employee.

repayment incentive; the pay
plan, series, grade of each
recipient; and the total cost
of the student loan
repayment incentive.

IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors By IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A.uthorlty Imcom ce Dellegates lMCON! CG Delegates ' AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrls9n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma!nagers (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):
9 | Delegation of Classification [DoD Instruction (DoDI) 1400.25, Vol. 1. Positions not covered by SRC: CHRA Specialists are authorized to conduct position Override authority for ALL applicable  |Authority to exercise position G1 is authorized to exercise position  |Authority to exercise position Authority to exercise position Delegations of classification |3 Apr 2020
Authority 511, 28 May 2015, subject: DoD Civilian inquiries, develop position descriptions and classify IMCOM positions classification authority for applicable |classification authority for applicable |classification authority for applicable  |classification authority for applicable authority must be in writing. |(and every 3
Personnel Management System: 1AASA4 positions when the Commander (or equivalent) or the positions assigned to AEC at GS-01  [positions assigned to HQ IMCOM at | positions assigned to IMCOM positions assigned to IMCOM years
Authority to exercise position |Classification Program Commander’s designee has not fulfilled the through GS-13 and comparable GS-01 through GS-15, comparable Directorates and IMCOM Garrisons at [Garrisons at GS-01 through GS-13 thereafter)
classification authority for all 1 Commanders/Heads of: requirements necessary to exercise classification Federal Wage System (FWS) Federal Wage System (FWS) GS-01 through GS-14 and comparable [and comparable Federal Wage
positions in the General Memo, SAMR-CPP. authority. positions positions, and all IMCOM Standard Federal Wage System (FWS) System (FWS) positions
Schedule and Federal Wage 17 Nov 1997, subject: 0 ACOMs, Position (SP) descriptions positions
System Delegation of Position Classification Authority to classify positions that are subject to SRC Note: ALL IMCOM Standard Position GS-13) Note: ALL IMCOM Standard Position
Authority 0 ASCCs5, are delegated only to the Director, CHRA with authority (SP) descriptions resides will the G1.  [Note: Override authority for ALL HQ (SP) descriptions resides with the G1.
to further delegate only to qualified staff members of Override authority for ALL IMCOM IMCOM positions resides with the Override authority for IMCOM Garrison|Override authority for IMCOM Garrison
0 DRUs6; and Headquarters, CHRA. CHRA has the authority to AEC positions resides with the EDCG |EDCG positions (GS-01 through GS-13) positions (GS-01 through GS-13)
correct an improperly classified SRC position to a resides with IMCOM Directors (Pacific,
[ Director, CHRA8 properly classified position whether it is SRC-¢ligible or Note: ALL IMCOM Standard Position [Europe, Readiness, Sustainment, and
not (for example, 1811 to 0083). (SP) descriptions resides with G1. Training)
2. Positions subject to SRC: Override authority for ALL IMCOM
Director, CHRA8 AG-1 CP, under the strategic direction of the DASA-CP, Garrison and Directorate positions
will issue additional instructions and procedures as above the GS-13 resides with the
necessary to support operational requirements and EDCG
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.
0 |Advanced In-Hire (Superior [DoD Instruction (DoDI) 1400.25 1AASA4 All actions will be documented IAW DoD and IMCOM Authority to approve Superior Authority to approve Superior Authority to approve Superior Authority to approve Superior Authority to approve Superior No additional internal 3 Apr 2020
Qualifications) Vol. 531,18 Jul 2006, administratively guidance. Qualifications and Special Needs Pay |Qualifications and Special Needs Pay |Qualifications and Special Needs Pay |Qualifications and Special Needs Pay |Qualifications and Special Needs Pay controls. (and every 3
reissued 18 May 2009, subject: DoD [l Commanders/Heads of: for: up to GS Step 05 for employees up to GS Step 05 for employees for: up to GS Step 05 for employees years
Authority to use superior Civilian Personnel Management System: assigned to AEC assigned to HQ IMCOM Directorates assigned to IMCOM Garrisons thereafter)
qualifications appointments to [Pay Under the General Schedule 0ACOMs, 0 Above GS Step 05 up to GS Step o Up to GS Step 10 for employees
set advanced 10 for employees assigned to HQ Note: Approval of Superior Note: Approval of Superior assigned to IMCOM Directorates Note: Approval of Superior
in-hire rates at all grade levels 0 ASCCs5, and IMCOM Qualifications and Special Needs Pay |Qualifications and Special Needs Pay Qualifications and Special Needs Pay
for above GS Step 05 up to GS Step  |for above GS Step 05 up to GS Step o Above GS Step 05 up to Step 10 |for above GS Step 05 up to GS Step
0 DRUs6 0 Above GS Step 05 up to GS Step |10 for employees assigned to AEC 10 for employees assigned to HQ for employees assigned to IMCOM 10 for employees assigned to IMCOM
10 for employees assigned to AEC resides with EDCG IMCOM Directorates resides with Garrisons Garrisons resides with IMCOM
EDCG Directorates (Pacific, Europe,
Readiness, Sustainment, and
Training)
1 Pay Setting Using Maximum |DoD Instruction (DoDI) 1400.25, * AASA4 Authority to apply the maximum Authority to apply the maximum Authority to apply the maximum Authority to apply the maximum No additional internal 03 Apr 2020
Payable Rate Rule Vol. 531,18 Jul 2006, administratively payable rate rule and set pay payable rate rule and set pay payable rate rule and set pay payable rate rule and set pay controls. (and every 3
reissued 18 May 2009, subject: DoD |+ Commanders/Heads of: considering an employee’s highest considering an employee’s highest considering an employee’s highest considering an employee’s highest years
Authority to apply the Civilian Personnel Management System: previous rate for employees assigned |previous rate for employees assigned previous rate for employees assigned [previous rate for employees assigned thereafter)
maximum payable rate rule  [Pay Under the General Schedule 0 ACOMSs, to HQ IMCOM to AEC to IMCOM Directorates to IMCOM Garrisons
and set pay considering an
employee’s highest previous 0 ASCCs5, and
rate
0 DRUs6
2 | Grade and Pay Retention DoD Instruction (DoDI) 1400.25, * AASA4 Authority to extend grade and pay Authority to extend grade and pay Authority to extend grade and pay Authority to extend grade and pay No additional internal 3 Apr 2020
Authority to extend grade and |Vol. 536, 28 Jun 2006, administratively retention IAW established pay setting |retention IAW established pay setting retention IAW established pay setting [retention IAW established pay setting controls. (and every 3
pay retention pursuant to 5 reissued 6 Apr 2009 » Commanders/Heads of: policies (e.g., local, regional, or policies (e.g., local, regional, or policies (e.g., local, regional, or policies (e.g., local, regional, or years
CFR 536.202(a) and subject: DoD Civilian Personnel command) and/or applicable guidance |command) and/or applicable guidance command) and/or applicable guidance |command) and/or applicable guidance thereafter)
5 CFR 536.302(a) Management System: Grade and Pay 0 ACOMSs, for employees assigned to HQ IMCOM |for employees assigned to AEC for employees assigned to IMCOM  |for employees assigned to IMCOM
in circumstances which meet  |Retention Directorates Garrisons
the intent of grade and pay 0 ASCCs5, and
retention laws and the
referenced DoDl, but are not 0 DRUs6
detailed in the referenced
documents
3 | Student Loan Repayment (5 U.S.C. 5379 1 AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to approve student loan Authority to approve student loan Authority to approve student loan Authority to approve student loan An annual assessment to be 3 Apr 2020
Program will issue additional instructions and procedures as repayments for employees assigned to|repayments for employees assigned to repayments for employees assigned to[repayments for employees assigned to provided to AG-1 CP, with  |(and every 3
5 CFR Part 537 [ Commanders/Heads of: necessary to support operational requirements and HQ IMCOM AEC IMCOM Directorates IMCOM Garrisons fiscal year (FY) data on the |years
Authority to approve student ensure the appropriate use of the delegated authority. number of employees thereafter)
loan repayments Memo, Office of the Under Secretary of 0 ACOMs, Implementing guidance and instructions will be updated receiving the loan
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IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) CG Retains Authority INCOM CG Delegates IMCOM CG Delegates IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors Garrison Commanders/ IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions . ) . ) AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, N First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma.nagers ) (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

24 (Pay Pursuant to Title 38— |DoD Instruction (DoDI) 1400.25, 1AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Record- keeping 3 Apr 2020
Additional Pay for Certain  |Vol. 540, Dec 1996 and administratively will issue additional instructions and procedures as requirements as stipulated in|(and every 3
Healthcare Professionals  |reissued 6 Apr 2009 [ Commanders/Heads of: necessary to support operational requirements and DoDl. years

subject: DoD Civilian Personnel ensure the appropriate use of the delegated authority. hereafter)
Authority to approve additional |Management System: Pay Pursuant to 0 ACOMSs, Implementing guidance and instructions will be updated
pay for certain healthcare Title 38 — Additional Pay for Certain as necessary to incorporate changes required by
professionals Healthcare Professionals 0ASCCsS5, and changes in rule, law, regulation, or higher authority
guidance.
0 DRUs6

25 On-call Pay For Healthcare  [DoD Instruction (DoDI) 1400.25 The Surgeon General (TSG) Record- keeping 3 Apr 2020

Personnel Vol. 542, 19 Mar 2015, incorporating requirements as stipulated in|(and every 3
Change 1, effective DoDI. years

Authority to implementand |8 May 2015, subject: DoD Civilian hereafter)

measure the use of the on-call | Personnel

pay authority and approve or  [Management System: On-call Pay For

disapprove the use of the on- |Healthcare Personnel

call pay authority

26 |Pay Plan for Army Civilian | DoD Instruction (DoDI) 1400.25 1. Authority to serve as AMO in all 1. TSG may further delegate the responsibility of AMO, No additional internal 3 Apr 2020
Physicians and Dentists Vol. 543, 18 Aug 2010, subject: Pay determinations of market pay amounts  |in writing, to: controls. (and every 3
Covered by the General Plan for DoD Civilian Physicians and  [for covered civilian physicians and years
Schedule Dentists Covered by dentists to TSG. « AASA4 thereafter)

the General Schedule

Authority to oversee the use of 2. Authority to oversee the use ofthe |+ Commanders/Heads of:

the Physicians and Dentists PDPP pay authorities within their areas

Pay Plan (PDPP) pay of responsibility to: 0 ACOMSs,

authorities Authority to serve 0 ASCCs5, and

as AMO in determinations of + AASA4 0 DRUs6;

market pay amounts for

civilian physicians and dentists + Commanders/Heads of: who in turn, may delegate the authority to serve as

as provided for in the AMO to the local command or activity level, but no

referenced DoDI 0ACOMs, lower than the Executive Officer or Deputy Commander
(or equivalent) of the local command or activity.

0ASCCsS5, and
2. The authority to oversee the use of PDPP may be
0 DRUs6 further delegated to the AASA4, ACOM, ASCC5, or

DRU6 designated appointing authority3, but no lower
than an appointing authority3 at the O-6/GS-15 level (or
equivalent).
Ratifies determinations of market pay amounts for
covered civilian physicians and dentists made by
AMOs at levels lower than the AASA4, or
Commander/Head of ACOM, ASCCS5, and DRUG level
from 22 March 2017 to the effective date of the cover
02-2017 delegation memo.

27 (Authority to Approve Lump |DoD Instruction (DoDI) 1400.25, 1AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to approve lump sum Authority to approve lump sum Authority to approve lump sum Authority to approve lump sum No additional internal 3 Apr 2020
Sum Severance Payments  |Vol. 550, 20 Mar 2015, subject: DoD will issue additional instructions and procedures as severance payments to eligible severance payments to eligible severance payments to eligible severance payments to eligible controls. (and every 3
to Eligible Employees Civilian Personnel Management System:|l Commanders/Heads of: necessary to support operational requirements and employees assigned to HQ IMCOM  |employees assigned to AEC employees assigned to IMCOM employees assinged to IMCOM years

Pay Administration (General), Change 2. ensure the appropriate use of the delegated authority. Directorates Garrisons hereafter)
Authority to approve lump sum effective 8 May 2015 0 ACOMSs, Implementing guidance and instructions will be updated
severance payments to eligible as necessary to incorporate changes required by
employees 0ASCCsS, and changes in rule, law, regulation, or higher authority
guidance.
0 DRUs6

28 (Premium Pay (Maximum DoD Instruction (DoDI) 1400.25, 1AASA4 Authority to approve premium pay No additional internal 3 Apr 2020
Earnings Limitation (Annual |Vol. 550, 20 Mar 2015, Change 2, (maximum earnings limitation (annual |controls. (and every 3
Versus Biweekly), Time effective 8 May 2015 [ Commanders/Heads of: versus biweekly), time spent in pre- years
Spent in subject: DoD Civilian Personnel shift or post-shift activities, hereafter)
Pre-shift or Post- shift Management System: 0 ACOMs, compensatory time off)

Activities, Compensatory  |Pay Administration (General)
Time Off) 0 ASCCs5, and
Authority to approve premium 0 DRUs6
pay (maximum earnings
limitation (annual versus
biweekly), time spent in pre-
shift or post-shift activities,
compensatory time off)
29 (Advances in Pay DoD Instruction (DoDI) 1400.25 1AASA4 Authority to approve advancement of  [Authority to approve advancement of  |Authority to approve advancement of - |Authority to approve advancement of No additional internal 3 Apr 2020
Vol. 550, 20 Mar 2015, Change 2, basic pay to a newly appointed basic pay to a newly appointed basic pay to a newly appointed basic pay to a newly appointed controls. (and every 3
The authority to provide for the |effective 8 May 2015 [ Commanders/Heads of: employee in a position assigned to employee in a position assigned to HQ |employee in a position assigned to employee in a position assigned to years
advance payment of basic pay |subject: DoD Civilian Personnel AEC IMCOM IMCOM Directorate IMCOM Garrison thereafter)
to an employee who is newly  |Management System: 0ACOMS,

appointed to a position in the
agency

Pay Administration (General

0ASCCsS5, and

0 DRUs6
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IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors By IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 CG Retains A.uthorlty IMCOM CG Delegates lMCON! CG Delegates AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrls?n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
. . (unless otherwise noted) to DCG: to Executive Deputy to CG: . . . - Garrison Managers .
(if applicable) (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless N (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

0 | Dual Employment; Pay for  |Title 5, U.S.C 5333 1 AASA4 Authority to approve exception to 5 No additional internal 3 Apr 2020
More Than One Position for U.S.C. 5333 controls. (and every 3
More Than 40 Hours a Week (5 CFR 555.504(a) [l Commanders/Heads of: years

thereafter)
The authority to make an DOD Instruction (DoDI) 1400.25, Vol. 0 ACOMs,
exception to 550, 20 Mar 2015, Change 2 effective 8
5U.8.C. 5333 May 2015, subject: DoD Civilian 0 ASCCs5, and
Personnel Management System: Pay
Administration (General 0 DRUs6

1 [Recruitment, Relocation and |DoD Instruction (DoDI) 1400.25, Vol. 1 AASA4 The AG-1 CP will maintain the plans for review for Authority to approve recruitment, Authority to approve recruitment, Authority to approve recruitment, Authority to approve recruitment, See Memo, DAPE-CP-SC, |3 Apr 2020
Retention (3Rs) and 575, 2 Feb 2018, subject: DoD Civilian compliance with DoD implementing policies. relocation and retention incentives for |relocation and retention incentives for relocation and retention incentives for [relocation and retention incentives for 23 Jun 2016, subject: (and every 3
Enhanced Retention Personnel Management System: [ Commanders/Heads of: individual employees assigned to HQ |individual employees assigned to AEC individual employees assigned to individual employees assigned to Recruitment, Relocation, years
Incentives Recruitment and Relocation Bonuses This delegation of authority does not include the IMCOM up to 25% of basic pay up to 25% of basic pay IMCOM Directorates up to 25% of IMCOM Garrisons up to 25% of basic Retention and Enhanced thereafter)

Retention Allowances, and Supervisory 0 ACOMs, authority to approve incentives for Senior Executive basic pay pay Retention Incentives —
Authority to approve payment |Differentials Service (SES), Senior Level (SL), and Scientific or Authority to approve group retention  [Authority to approve group retention Reporting Requirements.
of recruitment, relocation, 0 ASCCs5, and Professional positions (or the equivalent). incentives for employees assigned to  |incentives for employees assigned to Authority to approve group retention | Authority to approve group retention
retention, and enhanced Memo, ASA (M&RA), 29 Mar 2018 HQ IMCOM up to 10% of basic pay  [AEC up to 10% of basic pay incentives for employees assigned to ~ [incentives for employees assigned to
retention incentives to attract, |subject: Delegation of Authority - 0 DRUs6 Certifying funds availability within current payroll IMCOM Directorates up to 10% of IMCOM Garrisons up to 10% of basic
retain, and relocate employees [Recruitment, Relocation, Retention (3Rs) budget (by the appropriate level ID/Garrison RM, AEC Note: Requests for percentages Note: Requests for percentages basic pay pay
with critical skills in support of |and Enhanced Incentives RM and G8 for the HQ) or identification of the source of above the delegated level require above the delegated level require
mission requirements. funds must accompany the request. IMCOM CG and OPM approval IMCOM CG and OPM approval Note: Requests for percentages Note: Requests for percentages

above the delegated level require above the delegated level require
IMCOM CG and OPM approval IMCOM CG and OPM approval
2 | Supervisory Differentials DoD Instruction (DoDI) 1400.25 1 AASA4 Authority does not include approval for an individual Authority to approve supervisory Authority to approve supervisory Authority to approve supervisory Authority to approve supervisory Record- keeping 3 Apr 2020

Vol. 575, Dec 1996, incorporating appointed to a Schedule C position. differentials for employees assigned to |differentials for employees assigned to differentials for employees assigned to |differentials for employees assigned to requirements as stipulated in|(and every 3
Authority to pay a differential to |through Change 8, 13 Oct [ Commanders/Heads of: HQ IMCOM AEC IMCOM Directorates IMCOM Garrisons DoDlI. years
an employee under the 2000, administratively thereafter)
General Schedule who has  |reissued 6 Apr 2009 0 ACOMs,
supervisory responsibility for  |subject: DoD Civilian Personnel
one or more employees not  |Management System: Recruitmentand | oASCCs5, and
under the General Schedule, if |Relocation Bonuses, Retention
one or more of the subordinate | Allowances, and Supervisory 0 DRUs6
employees would, in the Differentials
absence of such a differential,
be paid more than the
supervisory employee

3 |Uniform Allowance Rates DoD Instruction (DoDI) 1400.25 * AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to approve issuance of Authority to approve issuance of Authority to approve issuance of No additional internal 3 Apr 2020

Vol. 591, 12 Mar 2009, subject: DoD will issue additional instructions and procedures as uniforms or uniform allowance for uniforms or uniform allowance for uniforms or uniform allowance for controls. (and every 3
Authority to determine which | Civilian Personnel Management System:|» Commanders/Heads of: necessary to support operational requirements and employees assigned to AEC IAW DoD employees assigned to IMCOM employees assigned to IMCOM years
categories of employees who |Uniform Allowance Rates for DoD ensure the appropriate use of the delegated authority. and applicable guidance Directorates IAW DoD and applicable [Garrisons IAW DoD and applicable thereafter)
are required to wear uniforms | Civilian Employees 0ACOMs, Implementing guidance and instructions will be updated guidance guidance
may be furnished uniforms or as necessary to incorporate changes required by
are eligible for the uniform 0ASCCs5, and changes in rule, law, regulation, or higher authority
allowance guidance.

0 DRUs6

4 |Hours of Duty and Authority (5 U.S.C. 6101-6133 1 AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority applicable to employees Authority applicable to employees Authority applicable to employees Authority applicable to employees No additional internal 3 Apr 2020
to Determine Adverse will issue additional instructions and procedures as assigned to AEC and IAW assigned to HQ IMCOM and IAW assigned to IMCOM Directorates and |assigned to IMCOM Garrisons and controls. (and every 3
Agency Impact Stemming |5 CFR Part 610 1 Commanders/Heads of: necessary to support operational requirements and implementing laws, regulations and  [implementing laws, regulations and  |IAW implementing laws, regulations  |IAW implementing laws, regulations years
from Flexible and ensure the appropriate use of the delegated authority. DoD guidance DoD guidance and DoD guidance and DoD guidance thereafter)
Compressed Work DoD Instruction (DoDI) 1400.25, 0 ACOMs, Implementing guidance and instructions will be updated
Schedules Vol. 610, 28 Nov 2014, subject: DoD as necessary to incorporate changes required by

Civilian Personnel Management System: [ o ASCCs5, and changes in rule, law, regulation, or higher authority
Hours of Duty guidance.
0 DRUs6

5 |Restoration of Annual Leave |5 CFR 630.305 1AASA4 Those exercising this authority are responsible for Authority to approve exigencies and  |HQ IMCOM Staff Directors are Authority to approve exigencies and  |Authority to approve exigencies and No additional internal 3 Apr 2020
- Authority to Approve establishing dates for the period covered by the restoration of annual leave IAW authorized to approve exigencies and |restoration of annual leave IAW restoration of annual leave IAW controls. (and every 3
Exigencies DoD Instruction (DoDI) 1400.25, 1 Commanders/Heads of: exigencies as required under 5 CFR 630.306(a)(2). applicable guidance restoration of annual leave for applicable guidance applicable guidance years

Vol. 630, 19 Mar 2015, Change 2 employees assigned to HQ IMCOM thereafter)
Authority to determine, under 5|effective 8 May 2015 0 ACOMs, Exigencies may not be approved by any official whose IAW applicable guidance
CFR 630.305, subject: DoD Civilian Personnel leave would be affected by the decision.
that an exigency is of such Management System:Leave 0 ASCCs5, and HQ IMCOM COS is authorized to
importance that it prevents the approve exigencies and restoration of
use by their employees of 0 DRUs6 annual leave for employees assigned
annual leave subject to to the Command Group and SGS
forfeiture
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IMCOM Civilian Human Resources Delegation Authorities Matrix, Version 02-2018 and Issuance of Civilian and Military Awards Delegations

Version 02-2018, 23 October 2018

suitability and fitness
determinations for Civilian
employees

Civilian Personnel Management System:
Suitability and Fitness Adjudication for
Civilians Employees

DoD Instruction (DoDI) 1400.25 Vol.
1403, 20 Mar 2015, subject: DoD
Civilian Personnel Management System:
Nonappropriated Fund (NAF
Employment

DoD Instruction (DoDI) 1402.05,
11 Sep 2015, subject:
Background Checks

on Individuals in DoD

Child Care Services Programs

Memo, Deputy Secretary of Defense
3 May 2012, subject:

DoD Central Adjudication Facilities
CAF) Consolidation

IHQDA DCS, G-1, Suitability Division,
Child Services Suitability Cell

+AG-1CP
| Commanders of:

0 U.S. Army Training and Doctrine
Command,

0 U.S. Army Materiel Command,
0 U.S. Army Medical Command,
0 U.S. Army Corps of Engineers,

0 U.S. Army Installation Management
Command, and

o Arlington National Cemetery (ANC).

Part 1400, “Designation of National Security Positions
in the Competitive Service, and Related Matters” to
adjudicate cases and obtain systems access
permissions.

AG-1 CP, under the strategic direction of the DASA-CP,
will issue additional instructions and procedures as
necessary to support operational requirements and
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors By IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A.uthorlty Imcom ce Dellegates lMCON! CG Delegates ' AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrls9n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma!nagers (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

6 |Authority to Waive the 5 CFR 630.908(c 1AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to waive limitations on HQ IMCOM Staff Directors are Authority to waive limitations on Authority to waive limitations on AG-1 CP will monitor the 3 Apr 2020
Limitations on Donating will issue additional instructions and procedures as donating annual leave for employees |authorized to waive limitations on donating annual leave for employees |donating annual leave for employees exercise of this authority and | (and every 3
Annual Leave 1 Commanders/Heads of: necessary to support operational requirements and assigned to AEC donating annual leave for employees |assigned to IMCOM Directorates assigned to IMCOM Garrisons submit a report in March of |years

ensure the appropriate use of the delegated authority. assigned to HQ IMCOM each year, covering the prior | thereafter)
Authority to waive 0 ACOMs, Implementing guidance and instructions will be updated calendar year and providing
limitations on donating annual as necessary to incorporate changes required by HQ IMCOM COS is authorized to the number of waivers
leave under the Voluntary 0 ASCCs5, and changes in rule, law, regulation, or higher authority waive limitations on donating annual granted, the amount of leave
Leave Transfer Program under guidance. leave for employees assigned to the in excess of the donation
the criteria listed herein 0 DRUs6 Command Group and SGS limitations under each
waiver, and a description of
the circumstances justifying
each waiver to the
ASA(M&RA).

7 |Credit for Prior Non-Federal |DoD Instruction (DoDl) 1400.25 1AASA4 The employee must be receiving his or her first Authority to authorize service credit for |HQ IMCOM Staff Directors may Authority to authorize service credit for | Authority to authorize service credit for Use of this incentive 3 Apr 2020
Work Experience and Vol. 631, 31 Aug 2009, subject: DoD appointment (regardless of tenure) as a civilian new AEC employees for the purpose  [authorize service credit for new HQ ~ |new IMCOM Directorate employees  |new IMCOM Garrison employees for requires command reports | (and every 3
Certain Military Service for |Civilian Personnel Management System:|l Commanders/Heads of: employee of the Federal Government or be of determining annual leave accrual ~ |IMCOM employees for the purpose of |for the purpose of determining annual |the purpose of determining annual be submitted annually years
Determining Annual Leave |Credit for Prior Non- Federal Work reappointed following a break in service of at least 90 rate determining annual leave accrual rate |leave accrual rate leave accrual rate through the AG-1 CP to thereafter)
Accrual Rate Experience and Certain Military 0 ACOMs, calendar days after his or her last period of civilian the ASA (M&RA).

Service for Determining Leave Federal employment. HQ IMCOM COS may authorize
Authority to authorize service |Accrual Rate 0 ASCCs5, and 0 service credit for new HQ IMCOM Record- keeping
credit for new employees for Authorizing service credit for prior non-Federal work employees assigned to the Command requirements as stipulated in
the purpose of determining 0 DRUs6 experience and certain military service is not an Group and SGS for the purpose of DoDlI.
annual leave accrual. Credit entitiement, but is meant to provide hiring officials with determining annual leave accrual rate
may be given for prior work an additional tool to meet Command Human Capital
experience obtained in non- Management Plans.
Federal and certain military
service if it relates directly to Delegates are required to establish plans for using this
the skills required for the incentive, provisions to monitor its use and
position under recruitment effectiveness, maintenance of documentation, and
plans for further delegations. The AG-1 CP will
maintain the plans for review for compliance with DoD
and DA implementing policies.

8 |Suitability and Fitness 5 CFR, Part 731 [ Director, CHRA; Component Adjudicators must complete an adjudicator Authority to make final suitability and | Authority to make final suitability and  [Authority to make final suitability and  [Authority to make final suitability and No additional internal 3 Apr 2020

Determinations for Civilians training course that meets the requirements of the OPM fitness determinations for Civilian fitness determinations for Civilian fitness determinations for Civilian fitness determinations for Civilian controls. (and every 3
DoD Instruction (DoDI) 1400.25 1AASA4 National Training Standards and the appropriate level employees assigned to AEC IAW employees assigned to HQ IMCOM  [employees assigned to IMCOM employees assigned to IMCOM years
Limited authority to adjudicate |Vol. 731, 24 Aug 2012, subject: DoD background investigation in accordance with 5 CFR regulatory guidance IAW regulatory guidance Directorate IAW regulatory guidance  [Garrison IAW regulatory guidance thereafter)
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IMCOW CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors 3 g IMCOM CG Delegates to IMCOM Review (or
. . . . . CG Retains Authority IMCOM CG Delegates IMCOM CG Delegates . i " Garrison Commanders/ s f L
# Subject / Description References Delegation1 Special Instructions ) . AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, . First Line Supervisors/Managers Internal Controls Expiration)
3 3 (unless otherwise noted) to DCG: to Executive Deputy to CG: . . . - Garrison Managers )
(if applicable) (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless N (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):
39 [Foreign Area Tour DoD Instruction (DoDI) 1400.25 1AASA4 In accordance with DoDI 1400.25, Vol. 1230, para Authority to approve Overseas Tour  |Authority to approve administrative Authority to approve foreign area tour Authority to approve an initial foreign | Authority to approve foreign area tour No additional internal (26 Jul 2022)11
Extensions and Waivers of |Vol. 1230, 26 Jul 2012, subject: DoD 4h(3)-(5): Extension (OTEX) requests over 7 extensions of statutory return rights for | extension up to the 5 year limitation for area tour extension not to exceed 2 |extension up to the 5 year limitation is controls.
Physical Presence Civilian Personnel Management System:{l Commanders/Heads of: o The authority to grant an initial extension not to years HQ IMCOM and AEC employees AEC personnel in OCONUS locations years beyond the 5 year limitation is  |delegated to:
Requirement Employment in Foreign Areas and exceed 2 years beyond the 5-year limitation may be delegated to:
Employee Return Rights 0 ACOMSs, further delegated in writing to local commanders or Authority to approve ALL requests for o OCONUS IMCOM
Authority to approve civilian activity heads. waivers of physical presence o IMCOM Director - Pacific Garrison Commanders/

extensions for Civilians
employed in the competitive
service in foreign areas and to
waive the 2 years of physical
presence in the United States
or nonforeign area before
returning to a position in a
foreign area

AR 690-300. 15 Oct

1987.Ch 301, 8C5

Overseas Employment and Rotation of
U.S Citizens (When guidance in DoDI
1400.25, Vol 1230 and AR 690-300
conflicts, the DoDl takes precedence.)

0 ASCCs5, and

0 DRUs6

0 Any subsequent extension after an initial
extension beyond 5 years may be delegated, in writing,
no lower than the Deputy AASA4 or Deputy
Commanders/Heads of an ACOM, ASCC5, or DRU6.

o The authority to approve, on a case-by-case
basis, a shorter period of physical presence in the
United States or non-foreign area than the 2 years
required in para 4h may be further delegated in writing
only to the Deputy, AASA4, or Deputy
Commanders/Heads of an ACOM, ASCC5, or DRU6.

AG-1 CP, under the strategic direction of the DASA-CP,
will issue additional instructions and procedures as
necessary to support operational requirements and
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

DCIPS employees - granting administrative return
rights for OCONUS initial tour length is encouraged

40 (Employment of Foreign DoD Instruction (DoDI) 1400.25 Overseas Service Component This authority may not be further delegated.
Nationals Vol. 1231, 5 Jul 2011 Commanders (e.g., Commanders of
subject: DoD Civilian Personnel USAREUR and 8th Army) Office of the DASA (CP) will issue reporting
Authority to establish salaries, |Management System: Employment of requirements to Overseas Service Component
wages, fringe benefits, related |Foreign Nationals Commands to ensure the appropriate use of the
compensation items, and other delegated authority.
terms of employment for
foreign national employees in
the geographic areas of
responsibility of the Combatant
Commands
41 |Extensions of Employment |5 CFR Schedule A, Section 213.3106 |1 AASA4 The authority should be used sparingly.
for Family Members in
Foreign Areas DoD Instruction (DoDI) 1400.25 1 Commanders/Heads of: AG-1 CP, under the strategic direction of the DASA-CP,

Approve employment
extensions of up to 1 year for
employees on a Family
member appointment under
Schedule A, 5 CFR
213.3106(b)(6)

appointing authority

Vol. 1232, 5 Jan 2012, subject: DoD
Civilian Personnel Management System:
Employment of Family Members in
Foreign Areas

0 ACOMSs,
0ASCCs5, and

0 DRUs6

will issue additional instructions and procedures as
necessary to support operational requirements and
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

o IMCOM Director - Europe

Authority to approve administrative
extensions of statutory return rights for
IMCOM Directorate and IMCOM
Garrison employees is delegated to:

o IMCOM Director - Training
o IMCOM Director - Readiness

o IMCOM Director -
Sustainment

Authority to approve administrative
extensions of statutory return rights for
IMCOM Directorate and IMCOM
Garrison employees in non-foreign
areas within Hl and AK is delegated to:

o IMCOM Director - Pacific

Authority to approve employment
extensions for family members in
foreign areas IAW applicable laws and
DoD guidance

Garrison Managers

Authority to approve employment
extensions for family members in
foreign areas IAW applicable laws and
DoD guidance

Overseas Component 3 Apr 2020
Commands will provide an  |(and every 3
annual report on the use this |years
authority to the DASA(CP)  |thereafter)
and ASA(M&RA).

Deputy Assistant Secretary |3 Apr 2020
of Defense for Civilian (and every 3
Personnel Policy (DASD years
(CPP)) will establish hereafter)

reporting requirements as
necessary.

)
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IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors . IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A_uthorlty Imcom ce De'legates IMCON! CG Delegates ) AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrlst_)n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma.nagers (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):
42 |Overseas Allowances and |5 U.S.C. 5922(b Authority to “grant payment of Geographic ASCCs5 may delegate the authority to Authorization to grant payment of RMOs from the requesting |3 Apr 2020
(a) | Differentials appropriate allowances and differentials”|grant payment of appropriate allowances and appropriate allowances and and approving offices are  |(and every 3
DoD Instruction (DoDl) 1400.25, Vol. to Commanders of geographic ASCCs5: | differentials, in whole or in part, to the lowest practical differentials IAW ASCC guidance to responsible for years
Authority to grant payment of |1250, 23 Feb 2012, subject: DoD level IAW Department of State and DoD guidance (e.g., eligible appropriated fund and ensuring the requests are fter)
appropriate allowances and  [Civilian Personnel Management System: [+ U.S. Army Pacific (USARPAC), USAREUR Civilian Personnel Directorate (CPD) or nonappropriated fund employees who fiscally sound; an
differentials to eligible Overseas Allowances and Differentials USARPAC Civilian Human Resources Directorate are living in foreign areas is delegated appropriate use of Army
appropriated fund and +U.S. Army Europe (USAREUR), (CHRD)). to: funds; and in accordance
nonappropriated fund civilian  [Department of State Standardized with all applicable laws,
employees who are livingin  [Regulation (DSSR) +U.S. Army Central (USARCENT), Delegates may enter into servicing agreements with o IMCOM Director - Pacific rules, regulations, and
foreign areas other delegates to accomplish the tasks associated o IMCOM Director - Sustainment governing policies.
Memo, HQ, U.S. Army Pacific, 22 Sep [+ U.S. Army North (USARNORTH), with this authority. Geographic ASCCs5 must provide
2017, subject: Delegation of Authority copies of the servicing agreements or local regulations Authority to "grant payment of CHRA is responsible for
for Foreign Overseas Allowances and [+ U.S. Army South (USARSO), and (for example, Army in Europe Regulation 690-500.592) appropriate allowances and ensuring that all eligibility
Differentials to the offices of the AG-1 CP and DASA-CP. differentials" for other foreign areas requirements are met before
+U.S. Army Africa (USARAF) resides with Commanders of the the payment of an allowance
Memo, HQ U.S. Army South, 29 March When a Commander/Head of a Geographic ASCC5 following geographic ASCCs5: or differential can be
2018, subject: Re-delegation of Authority to “determine allowance and  [chooses not to exercise this authority, the authority will approved.
Authority to Approve Foreign Overseas |differential eligibility” subject to be exercised by the Commanders/Heads of the + U.S. Army Europe (USAREUR),
Allowances and Differentials applicable ASCC5 and higher echelon  |ACOMs, ASCCs5 (non-Geographic), and DRUs6, with +U.S. Army Central (USARCENT),
policy, to the Director, CHRA the ability to delegate to the lowest practical level IAW +U.S. Army North (USARNORTH),
Department of State and DoD guidance.7 + U.S. Army Africa (USARAF)
The Director, CHRA may delegate the authority to Authority to "determine allowance and
determine allowance and differential eligibility, in whole differential eligibility" subject to higher
orin part, to the lowest practical level within CHRA echelon policy, to the Director, CHRA
(such as an Overseas Entitlement Cell or the servicing
CPAC).
42 |Overseas Allowances and |5 U.S.C. 5922(b Commanders of geographic ASCCs5: | Geographic ASCCs5 may delegate the authority to Authorization to waive requirements of Responsible management |3 Apr 2020
(b) |Differentials - Unusual waive the requirements of section 031.12b of the 031.12B of the DSSR in cases officials (RMOs) from the (and every 3
Circumstances DoD Instruction (DoDl) 1400.25, Vol. + USARPAC, Department of State Standardized Regulations (DSSR) involving one or more the five requesting and approving  |years
1250, 23 Feb 2012, subject: DoD when unusual circumstances exist in whole or in part to enumerated unusual circumstances in offices are responsible for  |thereafter)
Authority to waive the Civilian Personnel Management System: |+ USAREUR, the lowest practical level IAW Department of State and DoDI 1400.25, Volume 1250, ensuring the requests are
requirements of section Overseas Allowances and Differentials DoD guidance (e.g., USAREUR Civilian Personnel regarding the sponsorship of spouses fiscally sound, and in
031.12b of the Department of + USARCENT, Directorate (CPD) or USARPAC Civilian Human up to one year for appropriated fund appropriate use of Army
State Standardized Department of State Standardized Resources Directorate (CHRD)). an nonappropriated fund employees funds, and are in
Regulations (DSSR) in cases  [Regulation (DSSR) + USARNORTH, serving throughout the Pacific is accordance with all
involving one or more of the Delegates may enter into servicing agreements with delegated to: applicable laws, rules,
five enumerated unusual Memo, HQ, U.S. Army Pacific, 22 Sep [+ USARSO, and other delegates to accomplish the tasks associated regulations, and governing
circumstances in DoDI 2017, subject: Delegation of Authority with this authority. ASCC5 must provide copies of the o IMCOM Director - Pacific policies.
1400.25, Vol. 1250, regarding |for Foreign Overseas Allowances and |+ USARAF servicing agreements or local regulations (for example,
sponsoring spouses, for up to [ Differentials Army in Europe Regulation 690-500.592) to the offices Authority to waive requirements of The Command and CHRA
one year only. of the AG-1 CP and DASA-CP. 031.12B of the DSSR in cases are responsible for ensuring
involving one or more the five all waiver approval
When a Commander/Head of a Geographic ASCC5 enumerated unusual circumstances in requirements are
chooses not to exercise this authority, the authority will DoDI 1400.25, Volume 1250, documented before the
be exercised by the Commanders/Heads of the regarding the sponsorship of spouses payment of an allowance or
ACOMs, ASCCs5 (non-Geographic), and DRUs6, with for other foreign areas resides with differential is approved.
the ability to delegate to the lowest practical level IAW Commanders of the following
Department of State and DoD guidance.7 geographic ASCCs5: All current and future
waivers that allow for LQA
+ USAREUR, exceeding one year must be
+ USARCENT, submitted to AG-1 CP for
+ USARNORTH, approval.
+USARSO, and
+ USARAF
42 |Overseas Allowances and |5 U.S.C. 5922(b ASA(M&RA,) retains the authority. This authority will only be exercised when it is The DASA-CP 3 Apr 2020
(c) |Differentials - Waive confirmed that the employee has taken all reasonable will promptly report any (and every 3
recovery of an advance DoD Instruction (DoDI) 1400.25, steps to dispose of his or her quarters to others, waivers granted to the years

payment of living quarters
allowance

Authority to waive repayment
in unusual circumstances

Vol. 1250, 23 Feb 2012, subject: DoD
Civilian Personnel Management System:
Overseas Allowances and Differentials

Department of State Standardized
Regulations (DSSR)

including efforts to sublease or assign even ata
financial sacrifice, and that the unpaid balance did not
result from any action within the employee’s control.

Department of State Office
of Allowances, citing section
113.4 of the Department of
State Standardized
Regulations (DSSR) and
describing the
circumstances

U
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early retirement authority
(VERA) and voluntary
separation incentive pay
(VSIP) for employees
occupying positions up to the
GS 15 level (or equivalent)

Authority to determine when
and to what extent activities
will participate as potential
gaining activities under the
VSIP Phase Il program

Authority to extend the time
period required for scheduled
separation under the VSIP
Phase Il program

Management System:
Voluntary Separation Programs

Memo, USD (P&R),

3 Feb 2017, subject: Temporary
Increase in Voluntary Separation
Incentive Pay

0 ACOMs,

0 ASCCs5, and

0 DRUs6

Note: VSIP maximum payable amount is $40,000
through 30 September 2021.

AG-1 CP, under the strategic direction of the DASA-CP,
will issue additional instructions and procedures as
necessary to support operational requirements and
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

o open VERA and/or VSIP
windows (subject to receipt of VSIP
allocations)

o approve VERA and/or VSIP for
appropriated fund (APF) and non-
appropriated fund (NAF) employees

o participate in VSIP Phase Il
programs and extend time period to
execute

o grant waivers to eligibility
requirements to extent allowed by law,
rules, and regulations (including
positions for which special salary
rates, targeted local market
supplements, or retention incentive are
paid

IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors By IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A.uthorlty IMCOM CG Delegates lMCON! CG Delegates AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrls9n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
. . (unless otherwise noted) to DCG: to Executive Deputy to CG: . . . - Garrison Managers .
(if applicable) (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless N (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

2 |Overseas Allowances and  [DoD Instruction (DoDI) 1400.25, Vol. Authority to approve payment of the Geographic ASCCs5 may delegate the authority to Authorization to approve payment of RMOs from the requesting |3 Apr 2020
Differentials - 1250, 23 Feb 2012, subject: DoD TQSA for up to 60 days beyond the approve payment of extended TQSA in whole or in part the TQSA for up to 60 days beyond and approving offices are  |(and every 3
Payment of Temporary Civilian Personnel Management System: |usual maximum of 90 days to to the lowest practical level IAW Department of State the usual maximum of 90 days for responsible for ensuring that |years
Quarters Subsistence Overseas Allowances and Differentials  |Commanders of geographic ASCCs5:  [and DoD guidance (e.g., USAREUR Civilian Personnel eligible appropriated fund and the requests are fiscally thereafter)
Allowance (TQSA) Directorate (CPD) or USARPAC Civilian Human nonappropriated fund employees sound, an appropriate use of

Department of State + USARPAC, Resources Directorate (CHRD)). serving throughout the Pacific is Army funds, and in
Authority to approve payment |Standardized Regulations (DSSR) delegated to: accordance with all
of the TQSA for up to 60 days |(sections 122.2 and 123.34) + USAREUR, Delegates may enter into servicing agreements with applicable
beyond the usual maximum of other delegates to accomplish the tasks associated o IMCOM Director - Pacific laws, rules, regulations, and
90 days, when an extension is |Memo, HQ, U.S. Army Pacific, 22 Sep |+ USARCENT, with this authority. ASCC5 must provide copies of the governing policies.
necessary because of 2017, subject: Delegation of Authority servicing agreements or local regulations (for example, Authority to approve payment of the
compelling reasons beyond  |for Foreign Overseas Allowances and [+ USARNORTH, Army in Europe Regulation 690-500.592) to the offices TQSA for up to 60 days beyond the
the employee’s control. Differentials of the AG-1 CP and DASA-CP. usual maximum of 90 days for other
+USARSO, and foreign areas resides with
When a Commander/Head of a Geographic ASCC5 Commanders of geographic ASCCs5:
+ USARAF chooses not to exercise this authority, the authority will
be exercised by the Commanders/Heads of the « USAREUR,
ACOMs, ASCCs5 (non-Geographic), and DRUs6, with « USARCENT,
the ability to delegate to the lowest practical level IAW + USARNORTH,
Department of State and DoD guidance.7 + USARSO, and
+ USARAF
3 |Home Leave DoD Instruction (DoDI) 1400.25, 1AASA4 Authority to implement home leave Authority to implement home leave Authority to implement home leave Authority to implement home leave No additional internal 3 Apr 2020
Vol. 1260, 19 Mar 2015, Change 2 program for HQ IMCOM program for AEC program for IMCOM Directorates program for IMCOM Garrisons controls. (and every 3
Implementation of home leave |effective 8 May 2015, | Commanders/Heads of: years
program subject: DoD Civilian Personnel thereafter)
Management System: Home Leave 0ACOMs,
0 ASCCs5, and
0 DRUs6

4 | VERA/VSIP/VSIP DoD Instruction (DoDI) 1400.25, 1AASA4 Requests to use Daisy Chain, when granted, will IMCOM CG retains authority to The following authorities are granted AG-1CPto 3 Apr 2020

Phase Il Authority Vol. 1702, 13 Jun 2008, require submission through ID to HQ IMCOM G1 for  [approve VERA and VSIP for HQ to IMCOM Directors for IMCOM provide quarterly reports to | (and every 3
Administratively Reissued 1 April | Commanders/Heads of: approval. IMCOM and AEC employees Directorate and IMCOM Garrison the ASA(M&RA) years
Authority to approve voluntary |2009, subject: DoD Civilian Personnel employees: on the use of this authority. |thereafter)
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Authority to implement and
administer DCIPS and issue
Army DCIPS policy guidance

DoD Instruction (DoDI) 1400.25

Vol. 2001, 29 Dec 2008, subject: DoD

Civilian Personnel Management System:
Defense Civilian Intelligence

Personnel System (DCIPS) Introduction

(Incorporating Change 1. 17 Mar 2014

ASA(M&RA)
# Subject / Description References Delegation1 Special Instructions
(if applicable)

Priority Placement Program |DoD Instruction (DoDI) 1400.20. Authority to designate a PPP The PPP Component Coordinator appointee may be no

(PPP) Component 26 Sep 2006, subject: DoD Program for_[Component Coordinator is delegated to |lower than the Chief, Staffing and Classification

Coordinator Designation Stability of Civilian Employment. AG-1 CP only. Division, AG-1 CP.

and PPP Program Certified Current Through 26 Sept 2013

Compliance Commanders/Heads of:

DoD Instruction (DoDI) 1400.25
Authority to designate a Vol. 1800, December 0 ACOMs,
Component PPP 1996, Incorporating
Through Change 5, 7 Jun 2007. 0ASCCsS5, and

Responsibility to ensure that  [Administratively Reissued 6 Apr 2009

managers, supervisors and  |subject: DoD Civilian Personnel 0 DRUs6

staff officials comply with Management System: DoD Priority

established PPP policy and | Placement Program (PPP) will issue a timely written support statement for the PPP

procedures. and ensure that all managers, supervisors and staff
officials comply with the policy and procedures of the
PPP.
AG-1 CP, under the strategic direction of the DASA-CP,
will issue additional instructions and procedures as
necessary to support operational requirements and
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

6 | Defense Civilian Intelli DoD Directive (DoDD) 1400.35, 24 DCS, G-2, the The DCS, G-2 will issue supplemental DCIPS policies,

Personnel System (DCIPS) |Sep 2007, Incorporating Change Functional Chief for Military Intelligence instructions, and further delegations.

Implementation and 1.1 Sep 2009), subject: Defense (with ability to further delegate certain

Issuance of Supplemental  [Civilian Intelligence Personnel System [responsibilities and authorities). Refer to the individual DCIPS Army Policy Volumes (AP

Policy Guidance (DCIPS) Vs) for responsibilities and if supplementation or further

delegation is permitted.

N

Waiver to Appoint Members
of the Armed Forces Within
180 days of Retirement

Authority to waive limitation on
appointment of retired
members of the Armed Forces
during the 180 days
immediately following
retirement under certain
conditions

|to Appoint Members of the Armed Forces

5USC 3326
5USC 3310

DoD Instruction (DoDI) 1402.01
9 Sep 2007, subject: Employment of
Retired Members of the Armed Forces

Memo, ASA (M&RA), 24 May 2017,
subject: Delegation of Authority -
Appointment of Military Members within
180-days of Retirement

Memo, ASA (M&RA), 4 Apr 2018
subject: Delegation of Authority - Waiver

into Positions Restricted to Preference

Eligible Veterans Within 180 Days of
Retirement

‘Authority to the DASA-CP (with abilly to

delegate further in writing)

The authority to approve appointments to GS-15 and
GS-14 (or equivalent) positions may not be delegated
lower than the AASA4, or Commander (or equivalent)
of the ACOM, ASCCS5, or DRUS.

The authority to approve appointments to GS-13 and
below (or equivalent) positions may not be delegated
lower than the Deputy AASA4, or the Deputy
Commander (or equivalent) of the ACOM, ASCCS, and
DRU6 with the the following exception: 1AW 5 USC
3326 and DoDI 1402.01, the authority to approve the
appointment of retired members of the Armed Forces to
the positions in which hiring is restricted to Preference
Eligible Veterans, pursuant to 5 USC 3310, is
delegated to the AASA, and Commanders/Heads of
ACOMs, ASCCs, and DRUs, and may be further
delegated in writing to no lower than a local
commander or activity head (or equivalent).

AG-1 CP, under the strategic direction of the DASA-CP,
will issue additional instructions and procedures as
necessary to support operational requirements and
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

CG Retains Authority
(unless otherwise noted)

IMCOM CG retains authority to
approve the appointment of retired
members of the Armed Forces
entering GS-14 and GS-15 (or
equivalent) positions within 180-days
of retirement

Authority to approve the appointment
of retired members of the Armed
Forces to the positions in which hiring
is restricted to Preference Eligible
Veterans, pursuant to 5 USC 3310 and
in accordance with DoDI 1402.01.

Note: 5 USC 3310 defines preference
eligibles as those individuals assigned
to the following positions:

o guards,

o elevator operators,
0 messengers, and
o custodians

IMCOM CG Delegates
to DCG:

Authority to approve the appointment
of retired members of the Armed
Forces entering GS-13 and below (or
equivalent) positions within 180-days
of retirement

IMCOM CG Delegates
to Executive Deputy to CG:

IMCOM CG Delegates to
AEC Commander
(unless otherwise noted):

Authority to approve the appointment
of retired members of the Armed
Forces to the positions in which hiring
is restricted to Preference Eligible
Veterans, pursuant to 5 USC 3310 and
in accordance with DoDI 1402.01.

Note: 5 USC 3310 defines preference
eligibles as those individuals assigned
to the following positions:

0 guards,

o elevator operators,
0 messengers, and
o custodians

IMCOM CG Delegates to
HQ Staff Directors
(unless otherwise noted):

IMCOM CG Delegates to
IMCOM Directors
(Pacific, Europe, Readiness,
Sustainment, and Training) (unless
otherwise noted):

Authority to approve the appointment
of retired members of the Armed
Forces to the positions in which hiring
is restricted to Preference Eligible
Veterans, pursuant to 5 USC 3310 and
in accordance with DoDI 1402.01.

Note: 5 USC 3310 defines preference
eligibles as those individuals assigned
to the following positions:

0 guards,

o elevator operators,
0 messengers, and
o custodians

IMCOM CG Delegates to IMCOM
Garrison Commanders/
Garrison Managers
(unless otherwise noted):

Authority to approve the appointment
of retired members of the Armed
Forces to the positions in which hiring
is restricted to Preference Eligible
Veterans, pursuant to 5 USC 3310 and
in accordance with DoDI 1402.01.

Note: 5 USC 3310 defines preference
eligibles as those individuals assigned
to the following positions:

0 guards,

o elevator operators,
0 messengers, and
o custodians

IMCOM CG Delegates to IMCOM
First Line Supervisors/Managers
(unless otherwise noted)

Review (or
Internal Controls Expiration)
Date)
No additional internal 3 Apr 2020
controls. (and every 3
years
hereafter)
The DCS, G-2 3 Apr 2020
will issue supplemental (and every 3
DCIPS policies and years
instructions. thereafter)
Refer to the individual
DCIPS Army Policy Volumes
(AP-Vs).
Semi-annual reportdue to |3 Apr 2020
AG-1 CP to be submitted to |(and every 3
DASA-CP. years
thereafter)
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Fiscal Year 2000 (PL 106-58

Memo, Office of the

Assistant Secretary of Defense (Force

Management Policy), June 6, 2000.

subject: Professional Liability Insurance

0 DRUs6

guidance.

IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors . IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A_uthorlty IMCOM CG Delegates IMCON! CG Delegates ) AEC Commander (Pacific, Europe, Readiness, Garrlst_)n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma.nagers (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

8 |Designation of Civilian DoD Instruction (DoDl) 1442.02, 30 Department of Army Office of General ~ [Assignment of additional duties relating to recruitment, No additional internal NA
Attorneys as the Qualifying |Sep 2010, subj: Personnel Actions Counsel (OGC) is delegated the appointment, pay-setting, transfer, reassignment, or controls.

Authority Involving Civilian Attorneys authority directly from DoD. No promotion of attorneys as the Secretary of the Army
delegation to ASA(M&RA). considers appropriate.
Authority for the evaluation of
the qualifications of persons
recommended for
appointment, transfer,
reassignment, or promotion as
attorneys, and to
approve or disapprove such
actions, related to Civilian
Attorneys

9 |Employing Individuals Memo, USD (P&R). 5 Apr 2010, subject: {1 AASA4 Individuals completing the following DoD Scholarship Authority to appoint individuals An annual assessmentof |3 Apr 2020
Completing DoD Implementation of Authority to Employ or Fellowship Programs may be appointed to positions completing DoD Scholarship or use of the authority willbe  |(and every 3
Scholarship or Fellowship  |Individuals Completing Department of {1 Commanders/Heads of: in the excepted service, with noncompetitive Fellowship Programs IAW conducted at the start of the |years
Programs Defense Scholarship or Fellowship conversion to a career or career-conditional implementation guidance FY due to the AG-1 CP for  |thereafter)

Programs 0 ACOMs, appointment upon completion of 2 years of successful submission to the DASA-CP.

Authority to appoint individuals service:

completing Department of 0 ASCCs5, and

Defense Scholarship or o National Security Education Program;

Fellowship Programs as 0 DRUs6

identified in the references o Information Assurance Scholarship Program; and,

o Science, Mathematics and Research for

Transformation
Full documentation for appointments made under this
authority, sufficient to allow reconstruction of the action,
must be maintained.

0 | Expedited Hiring Authority ~ (Memo, Office of the 1AASA4 Ratifies appointments made using the Expedited Hiring Authority tto appoint qualified Authority to appoint qualified Authority to appoint qualified Authority to appoint qualified Quarterly reporting due to  |(30 Sept 2017
for Acquisition Positions Secretary of Defense Authority for Acquisition Positions during the lapse of individuals to select Defense individuals to select Defense individuals to select Defense individuals to select Defense the AG-1 CP, with expiration of

0SD), 18 Dec 2015 1 Commanders/Heads of: delegated authority during the period of January 1, Acquisition Workforce Improvement  [Acquisition Workforce Improvement Acquisition Workforce Improvement  [Acquisition Workforce Improvement information required as DoD guidance to
Authority to appoint qualified  |subject: Extension of Expedited Hiring 2016 through February 11, 2016. Act career field positions at specific | Act career field positions at specific Act career field positions at specific  |Act career field positions at specific outlined in OSD Secretary of the
individuals to select Defense  |Authority for Select Defense Acquisition [ o ACOMs, levels within HQ IMCOM levels within AEC levels within IMCOM Directorates levels within IMCOM Garrisons memorandum. Army.)
Acquisition Workforce Workforce Positions AG-1 CP, under the strategic direction of the DASA-CP,
Improvement Act career field 0 ASCCs5, and will issue additional instructions and procedures as
positions at specific levels necessary to support operational requirements and
0 DRUs6 ensure the appropriate use of the delegated authority.

Implementing guidance and instructions will be updated

as necessary to incorporate changes required by

changes in rule, law, regulation, or higher authority

guidance.

1 |Approval of Professional Section 636 of the Treasury, Postal 1AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to approve professional Authority to approve professional Authority to approve professional Authority to approve professional No additional internal 3 Apr 2020
Liability Insurance Service, and General will issue additional instructions and procedures as liability insurance reimbursement liability insurance reimbursement liability insurance reimbursement liability insurance reimbursement controls. (and every 3
Reimbursement Requests  |Appropriations Act, 1997 (Public Law |1 Commanders/Heads of: necessary to support operational requirements and requests for employees assigned to  |requests for employees assigned to requests for employees assigned o [requests for employees assigned to years

PL) 104-208), as ensure the appropriate use of the delegated authority. HQ IMCOM AEC IMCOM Directorates IMCOM Garrisons hereafter)
Authority to approve of amended by Section 0 ACOMs, Implementing guidance and instructions will be updated
professional liability insurance |642 of the Treasury and General as necessary to incorporate changes required by
reimbursement requests Government Appropriations Act for 0 ASCCs5, and changes in rule, law, regulation, or higher authority
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IMcom g{: gf"ega‘es to IMCOM CG Delegates to MCOM | Mcom Rovi
. . ASA(MQRA) . . CG Retains Authority IMCOM CG Delegates IMCOM CG Delegates IMCOM CG Delegates to Imcom cG Dglegates o y !MC |rectors' Garrison Commanders/ el © eqates to ev'lew' for
# Subject / Description References Delegation1 Special Instructions (unless otherwise noted) to DCG: to Executive Deputy to CG: AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrison Managers First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) . . (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless N . (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

52 |Benefits, Allowances and | Section 1603(a) of the Emergency 1AASA4 Delegates must review the circumstances of any Authority to approve benefits covered [Authority to approve benefits covered |Authority to approve benefits covered |Authority to approve benefits covered No additional internal (30 Sep
Gratuities for DoD Civilian  [Supplemental Appropriations Act for employee’s assignment to Iraq, Afghanistan, or by the 4 May 2007 memo from USD  [by the 4 May 2007 memo from USD  |by the 4 May 2007 memo from USD  |by the 4 May 2007 memo from USD controls. 2018)11
Employees Under PL 109-  |Defense, Global War on Terror, and [ Commanders/Heads of: Pakistan to determine retroactive eligibility. (P&R) and 27 December 2011 memo |(P&R) and 27 December 2011 memo |(P&R) and 27 December 2011 memo |(P&R) and 27 December 2011 memo
234, Emergency Hurricane Recovery, 2006 (PL 109-234, from USD for AEC employees under  |from USD for HQ IMCOM employees  |from USD for IMCOM Directorate from USD for IMCOM Garrison
Supplemental as amended by section 1102 of Duncan 0 ACOMs, They also must ensure that all civilian employees their purview for service through the  |under their purview for service through [employees under their purview for employees under their purview for
Appropriations Act for Hunter National Defense Authorization assigned to Iraq, Afghanistan, or Pakistan during the end of the fiscal year the end of the fiscal year service through the end of the fiscal  [service through the end of the fiscal
Defense, the Global War on | Act for Fiscal Year 2009 (P 110-417), 0ASCCs5, and covered period are informed of these new benefits. year year
Terror, and Hurricane and most recently amended by section
Recovery, June 2006 1133 of the National Defense 0 DRUs6 See Memorandum, DAPE-CPZ, 21 Jul 2009, subject:

Authorization Act for Fiscal Year 2017 Excused Absence During Authorized Rest and
Authority to approve the Recuperation (R&R) Breaks for Employees Assigned
benefits covered by the Memo, USD (P&R), 4 May 2007, subject: to Iraq and Afghanistan.
referenced 4 May 2007 Benefits, Allowances and Gratuities for
memo from USD (P&R) and 27| Department of Defense (DoD) Civilian AG-1 CP, under the strategic direction of the DASA-CP,
December 2011 memo from | Employees under Public Law (PL) 109- will issue additional instructions and procedures as
USD for employees under their| 234, Emergency Supplemental necessary to support operational requirements and
purview for service through the | Appropriations Act for Defense, the ensure the appropriate use of the delegated authority.
end of the fiscal year Global War on Terror, and Hurricane Implementing guidance and instructions will be updated

Recovery, June 2006 as necessary to incorporate changes required by

changes in rule, law, regulation, or higher authority

Memo, USD (P&R), 20 Oct guidance.

2008, subject: Clarification of

Memorandum Regarding Benefits

Allowances and _Gratuities for

Department of Defense (DoD) Civilian

Employees Assigned to Iraq or

Afghanistan Under the Authority of

Section 1603 of Public Law (P.L.) 109-

234, as amended

53 |Direct Hire Authority (DHA) |Memo, USD (P&R) Commanders of: Authority may be further delegated in writing to See Memo, DAPE-CPZ. 3 Apr 2020
for Scientific & Engineering |16 Dec 2008, subject: Redelegation of designated appointing authority3. 16 Jun 2009, subject: (and every 3
Positions at Demo Labs Authority under Section 1108 of the 1 Army Materiel Command, Instructions for years

Duncan Hunter National Defense AG-1 CP, under the strategic direction of the DASA-CP, Reporting Use of the Direct |thereafter)
Authority to appoint qualified | Authorization Act for Fiscal Year 2009 1 Army Medical Command, and will issue additional instructions and procedures as Hire Authority for Scientific
candidates with advanced necessary to support operational requirements and and Engineering
degrees to scientific and [ Corps of Engineers ensure the appropriate use of the delegated authority. Position within Personnel
engineering positions within Implementing guidance and instructions will be updated Demonstration
personnel demonstration as necessary to incorporate changes required by Laboratories.
laboratories identified in changes in rule, law, regulation, or higher authority
section 9902(c)(2) of Title 5, guidance.
United States Code, without
regard to the provisions of
subchapter | of chapter 33 of
Title 5, United States Code.

54 |Increased Annual Premium |Memo, USD (P&R). 23 May 2016, 1AASA4 Ratifies premium pay authorized to civilian employees Authority to determine eligibility of HQ | Authority to determine eligibility of AEC Authority to determine eligibility of Authority to determine eligibility of Alist of those employees by |(31 Dec
Pay Limitations for the subject: Calendar Year 2016 Waiver of above the premium pay limitation for the calendar year IMCOM civilian employees for the civilian employees for the increased IMCOM Directorate civilian employees [IMCOM Garrison civilian employees commands or activity heads [2016)10
Calendar Year Annual Pay Limitations for Certain 1 Commanders/Heads of: back to 1 Jan 2017. increased annual premium pay annual premium pay limitation for the for the increased annual premium pay |for the increased annual premium pay to whom the increased

Employees limitation for the calendar year calendar year limitation for the calendar year limitation for the calendar year annual premium pay

Authority to determine 0 ACOMs, AG-1 CP, under the strategic direction of the DASA-CP, limitation for that calendar

eligibility of civilian employees will issue additional instructions and procedures as year was eligible and

for the increased annual 0 ASCCs5, and necessary to support operational requirements and applied will be submitted to

premium pay limitation for the ensure the appropriate use of the delegated authority. the AG-1 CP after the close

calendar year 0 DRUs6 Implementing guidance and instructions will be updated of the calendar year.
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

55 |Reduced Per Diem Rate Joint Travel Regulations, Chapter 4, ASA(M&RA,) retains the authority. No authority to further delegate. No additional internal 3 Apr 2020

Authority to authorize, in
advance, zero per diem rate or
per diem rates in lesser
amounts than those DoD
permits

Temporary Duty Travel, Part B: Per
Diem, Section 1: General, para 4095:
Reduced Per Diem, Section B. Authority

controls.

14
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IMCOM CG Delegates to
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors
# Subject / Description References Delegation1 Special Instructions CG Retains A'uthonty IMcom ce De'legates IMCON! CG Delegates ) AEC Commander HQ Staff Directors (Pacific, Europe, Readiness,
" . (unless otherwise noted) to DCG: to Executive Deputy to CG: . X . . . et
(if applicable) (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless
otherwise noted):
56 |Faculty Human Resources |10 U.S.C. 4021 and Superintendent or Commandant with DASA-CP will issue supplemental policies or
(a) [Policies (Title 10) 10 U.S.C. 4338 appropriate oversight and monitoring by |regulations as necessary.

Authority to prescribe human
resources Title 10 policies for
professors, instructors, and
lecturers at the Army War
College, Command and
General Staff College, and the
United States Military
Academy consistent with
applicable laws and
regulations. The authority to
prescribe faculty
compensation schedules is not
included in this delegation, but
is covered by delegation
#56(b).

the office of the DASA-CP.

For the Command and General Staff
College, authority is delegated to the
Commander, TRADOC, with authority to
further delegate no lower than the
Commandant, Command and General
Staff College.

56 |Faculty Compensation 10U.S.C. 4021 and 1. The DASA-CP has the authority o [The DASA-CP may delegate the authority to approve
(b) [under Title 10, Sections 10U.S.C. 4338 approve faculty pay compensation faculty pay compensation tables containing only
4021 and 4338 tables containing only general pay general pay increases and locality pay adjustments
increases (GPI) and locality pay established (on a comparative basis with the General
Authority to prescribe faculty adjustments established on a Schedule) to senior staff in the Offices of the DASA-CP
compensation for professors, comparative basis with the General and AG-1 CP, or CHRA.
instructors, and lecturers at the Schedule
U.S. Army War College, U.S.
Army Command and General 2. The ASA(M&RA) retains the authority
Staff College, and United to approve all other compensation
States Military Academy requests outside GPI and locality
adjustments.
57 |F ys Prog 5 CFR Part 362 1AASA4 Only the AG-1 CP has the authority to designate a
Component Pathways Coordinator (PPC).
Authority to use Pathways Pathways Programs Memorandum of [ Commanders/Heads of:
Programs Understanding between U.S. Office
of Personnel Management and 0ACOMs,
Department of Defense. 4 Aug 2016
and Department of Defense 0ASCCsS5, and
Implementing Guidance for the
Pathways Programs 0 DRUs6
58 |Expedited Hiring Authority ~ [Memo, USD(P&R) 1AASA4 ASA (M&RA) delegation of authority to approve
for Shortage Category 14 Dec 2015, subject: Extension of nonselection of 30% or more disabled veterans (when
and/or Critical Need Health |Expedited Hiring Authority for Shortage |1 Commanders/Heads of: appropriate) resides with Deputy Surgeon General or
Care Occupations Category and/or Critical Need Health equivalent.
Care Occupations 0ACOMs,

Authority to appoint qualified
individuals to shortage
category and/or critical need
healthcare professional
positions, as designated by the
Department of Defense

0ASCCsS5, and
0 DRUs6

Authority to approve

nonselection of 30% or

more disabled veterans (when
appropriate) is delegated to Deputy
Surgeon General or equivalent.

Authority to approve nonselection of 30% or more
disabled veterans may not be delegated.

Request for designation of additional health care
professional occupations as shortage category
positions must be submitted through the Office of The
Surgeon

General to the AG-1 CP for OSD approval.

Ratifies appointments made using the Expedited Hiring
Authority for Shortage Category and/or Critical Need
Health Care Occupations during the lapse of delegated
authority during the period of January 1, 2016 through
February 11, 2016.

AG-1 CP, under the strategic direction of the DASA-CP,
will issue additional instructions and procedures as
necessary to support operational requirements and
ensure the appropriate use of the delegated authority.
Implementing guidance and instructions will be updated
as necessary to incorporate changes required by
changes in rule, law, regulation, or higher authority
guidance.

IMCOM CG Delegates to IMCOM
Garrison Commanders/
Garrison Managers
(unless otherwise noted):

IMCOM CG Delegates to IMCOM
First Line Supervisors/Managers
(unless otherwise noted)

Authority to use Pathways Programs

Note: May only be used after receipt
of allocations from HQ IMCOM

Review (or
Internal Controls Expiration)
Date)
No additional internal 3 Apr 2020
controls. (and every 3
years
hereafter)
No additional internal 3 Apr 2020
controls. (and every 3
years thereafter)
Annual assessment of the ~ |(3 Aug 2018)11
programs and project hiring
estimates due to the AG-1
CP at the end of each fiscal
year.
Annual reporting required as |(31 Dec
outlined in USD (P&R) 2020)

memorandum to be
submitted to the AG-1 CP.

15
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administrative occupations at
the General Schedule (GS-11)
and below (or equivalent)

15 percent of the total
number of scientific and
engineering positions within
the Army’s acquisition
workforce that are filled, as
of the close of the fiscal year
ending before the start of
such calendar year.

IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors By IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A.uthorlty Imcom ce Dellegates lMCON! CG Delegates ' AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrls9n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma!nagers (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):

9 | Direct Hire Authority for Memo, USD (P&R), 5 Authority to appoint is delegated to: The pilot program will be implemented through the Authority to appoint qualified veteran  [Authority to appoint qualified veteran  |Authority to appoint qualified veteran  |Authority to appoint qualified veteran An annual report on the (22 Nov
Select Technical Acquisition |Dec 2016, subject: Direct Hire Army Acquisition Executive within appropriate AG-1CP candidates within AEC to certain candidates within HQ IMCOM to candidates within IMCOM Directorate |candidates within IMCOM Garrison to number of appointments 2020)11
Positions - Veteran Authorities for Select Technical Commanders/Heads of: policies and procedures. scientific, technical, certain scientific, technical, to certain scientific, technical, certain scientific, technical, made is due at the end of
Technical Experts Acquisition Positions (Delegates engineering, and mathematics engineering, and mathematics engineering, and mathematics engineering, and mathematics each calendar year to the

authority to Secretaries of Military 0ACOMs, positions, including technicians, within |positions, including technicians, within |positions, including technicians, within [positions, including technicians, within AG-1CP.

Authority to appoint qualified | Departments.) the defense acquisition workforce, the defense acquisition workforce, the defense acquisition workforce, the defense acquisition workforce,

veteran candidates to certain 0ASCCs5, and pursuant to section 1112 of the pursuant to section 1112 of the pursuant to section 1112 of the pursuant to section 1112 of the Documenta-tion for

scientific, technical, Section 1112, NDAA National Defense Authorization Act  |National Defense Authorization Act  [National Defense Authorization Act  |National Defense Authorization Act appointments made must be

engineering, and mathematics [FY 2016 0 DRUs6 (NDAA) for Fiscal Year 2016 (NDAA) for Fiscal Year 2016 resides |(NDAA) for Fiscal Year 2016 (NDAA,) for Fiscal Year 2016 sufficient to allow

positions, including with the IMCOM Acquisition Senior reconstruction of actions

technicians, within the defense Executive taken.

acquisition workforce,

pursuant to section 1112 of the The number of appointments

National Defense made in a calendar year

Authorization Act (NDAA) for may not exceed 1 percent of

Fiscal Year 2016 the total number of civilian
positions in the Army’s
acquisition workforce as of
the close of the fiscal year
ending before the start of
such calendar year.

0 | Direct Hire Authority for Memo, USD (P&R), Authority to appoint is delegated to: The pilot program will be implemented through the Authority to appoint qualified Authority to appoint qualified Authority to appoint qualified Authority to appoint qualified An annual report on the (31 Dec
Select Technical Acquisition |5 Dec 2016, subject: Direct Hire Army Acquisition Executive within appropriate AG-1CP candidates within AEC possessinga |candidates within HQ IMCOM candidates within IMCOM Directorate |candidates within IMCOM Garrison number of appointments 2020)11
Positions - Candidates Authorities for Select Technical Commanders/Heads of: policies and procedures. scientific or engineering degree possessing a scientific or engineering possessing a scientific or engineering |possessing a scientific or engineering made due at the end of each
possessing a scientific or | Acquisition Positions directly to scientific and engineering  |degree directly to scientific and degree directly to scientific and degree directly to scientific and calendar
engineering degree 0 ACOMs, positions within the defense engineering positions within the engineering positions within the engineering positions within the year to the AG-1 CP.

Section 1113, NDAA Fiscal Year 2016 acquisition workforce, pursuant to defense acquisition workforce, defense acquisition workforce, defense acquisition workforce,
Authority to appoint qualified 0ASCCs5, and section 1113 of the NDAA for Fiscal ~ |pursuant to section 1113 of the NDAA [pursuant to section 1113 of the NDAA [pursuant to section 1113 of the NDAA Documenta-tion for
candidates possessing a Year 2016 for Fiscal Year 2016 resides with the  |for Fiscal Year 2016 for Fiscal Year 2016 appointments made must be
scientific or engineering 0 DRUs6 IMCOM Acquisition Senior sufficient to allow
degree directly to scientific and Executive reconstruction of actions
engineering positions within taken.
the defense acquisition
workforce, pursuant to section The number of appointments
1113 of the NDAA for Fiscal made in a calendar year
Year 2016 may not exceed 5 percent of
the total number of scientific
and engineering positions
within the Army’s acquisition
workforce that are filled, as
of the close of the fiscal year
ending before the start of
such calendar year.
N petitive Temporary |NDAA FY17 Section 1105(b) * AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to make noncompetitive Authority to make noncompetitive Authority to make noncompetitive Authority to make noncompetitive An annual report on the 3 Apr 2020
and Term Appointment will issue additional instructions and procedures as temporary and term appointments into |temporary and term appointments into temporary and term appointments into |temporary and term appointments into number of appointments (and every 3
Authority to Meet Critical Memo, ODSD, 14 Jul + Commanders/Heads of: necessary to support operational requirements and the competitive service for a period of |the competitive service for a period of |the competitive service for a period of |the competitive service for a period of made due at the end of each |years thereafter)
Hiring Needs 2017, subject: Noncompetitive ensure the appropriate use of the delegated authority. not more than 18 months (if there is a [not more than 18 months (if there is a |not more than 18 months (if there is a |not more than 18 months (if there is a calendar year to the AG-1
Temporary and Term Appointment to 0 ACOMs, Implementing guidance and instructions will be updated critical hiring need) critical hiring need) critical hiring need) critical hiring need) CP.
Authority to make Meet Critical Hiring Needs in the as necessary to incorporate changes required by
noncompetitive temporary and [Department of Defense 0 ASCCs5, changes in rule, law, regulation, or higher authority Note: Must have a valid authorization. [Note: Must have a valid authorization. |Note: Must have a valid authorization. |Note: Must have a valid authorization.
term appointments into the guidance. This authority does not negate the This authority does not negate the This authority does not negate the This authority does not negate the
competitive service for a 0 DRUs6 requirement to follow the IMCOM requirement to follow the IMCOM requirement to follow the IMCOM requirement to follow the IMCOM
period of not more than 18 overhire approval process. overhire approval process. overhire approval process. overhire approval process.
months (if there is a critical
hiring need)

2 | Direct Hire Authority for NDAA FY17 Section 1106 * AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Authority to appoint qualified current | An annual report on the (30 Sep 2021)11
Post-Secondary Students will issue additional instructions and procedures as post-secondary students and recent  [number of appointments
and Recent Graduates Memo, OSD, 06 Feb 2017, subject: » Commanders/Heads of: necessary to support operational requirements and graduates directly to competitive made due at the end of each

Direct-Hire Authority for the Department ensure the appropriate use of the delegated authority. service positions in professional and  |calendar year to the AG-1
Authority to appoint qualified  |of Defense for Post-Secondary Students | o ACOMs, Implementing guidance and instructions will be updated administrative occupations at the CP.
current post-secondary and Recent Graduates as necessary to incorporate changes required by General Schedule (GS-11) and below
students and recent graduates 0 ASCCs5, changes in rule, law, regulation, or higher authority (or equivalent) The number of appointments
directly to competitive service guidance. Note: May only be used after receipt [made in a calendar year
positions in professional and 0 DRUs6 of allocations from HQ IMCOM may not exceed
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IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors By g IMCOM CG Delegates to IMCOM Review (or
. - . . . CG Retains Authority IMCOM CG Delegates IMCOM CG Delegates . i " Garrison Commanders/ s g L
Subject / Description References Delegation1 Special Instructions . N AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, . First Line Supervisors/Managers Internal Controls Expiration)
3 9 (unless otherwise noted) to DCG: to Executive Deputy to CG: . . . - Garrison Managers .
(if applicable) (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless (unless otherwise noted) Date)

otherwise noted):

(unless otherwise noted):

Temporary Direct Hire
Authority for Domestic
Defense Industrial Base

(DIB) Facilities and the Major

NDAA FY17 Section 1125(a) and (c).

Memo, OUSD, 1 June 2017, subject:
Temporary Direct-Hire Authority for

* AASA4

+ Commanders/Heads of:

Appointments may be made for WG and GS positions
(or equivalent pay band/level).

AG-1 CP, under the strategic direction of the DASA-CP,

Temporary Direct Hiring Authority to
appoint qualified candidates directly
into competitive service at any
Domestic Defense Industrial Base

Annual report due to the AG-
1(CP) on 15 Oct. Report will

contain the name, position
title, series, grade and

(30 Sep 2018)11

Authority for Financial
Management Experts in the
Department of Defense

Memo, OUSD, 1 June 2017, subject:
Temporary Direct-Hire Authority for

+ Commanders/Heads of:

forward their recruitment plans to AG-1(CP) annually
for the upcoming FY on 1 Sep.

appoint qualified candidates directly
into competitive service in the
following positions at the GS-05

1(CP) on 1 Oct, with
information required as
outlined in OSD

Range and Test Facilities Domestic Defense Industrial Base 0 ACOMs, will issue additional instructions and procedures as (DIB) Facilities and the Major Range  |justification summary for
Base (MRTFB) in the Facilities and the Major Range and Test necessary to support operational requirements and and Test Facilities Base (MRTFB)in  |each appointment made
Department of Defense Facilities Base in the Department of 0 ASCCsS5, ensure the appropriate use of the delegated authority. the Department of Defense during the reported Fiscal
Defense Implementing guidance and instructions will be updated Year.
Authority to appoint qualified 0 DRUs6 as necessary to incorporate changes required by
candidates directly competitive changes in rule, law, regulation, or higher authority
service atany DIB or MRTFB guidance.
4 | Temporary Direct Hire NDAA FY17, Section 1110. * AASA4 The AASA4, ACOMs, ASCCs5 and/or DRUs6 will Temporary Direct Hiring Authority to  |Annual report due to the AG-|(31 Dec 2022)11

Department of Defense and
their Authorized Dependents
Outside the United States,
its Territories, and
Possessions

Employees of the Department of
Defense and their Authorized
Dependents Outside the United States,
its Territories, and Possessions

0 ACOMs,

0 ASCCs5,

0 DRUs6

Authorized Dependents Outside the
United States, its Territories, and
Possessions

Authorized Dependents Outside the
United States, its Territories, and
Possessions

Workforce Financial Management Experts in the 0ACOMSs, AG-1 CP, under the strategic direction of the DASA-CP, through 15 levels (or equivalent memorandum.
Department of Defense Workforce will issue additional instructions and procedures as band/level):
Authority to appoint qualified 0 ASCCsS5, necessary to support operational requirements and
candidates directly into ensure the appropriate use of the delegated authority. o financial management,
competitive service in the 0 DRUs6 Implementing guidance and instructions will be o accounting,
following positions at the GS- updatedas necessary to incorporate changes required o auditing,
05 through 15 levels (or by changes in rule, law, regulation, or higher authority o actuarial,
equivalent band/level): guidance. o cost estimation,
financial management, o operational research,
accounting, auditing, actuarial, o business and business
cost estimation, operational administration
research, business and Note: May only be used after receipt
business administration of allocations from HQ IMCOM
position.
5 [Direct Hire Authority for NDAA FY17, Section 1643(a)(3). * AASA4 AG-1 CP, under the strategic direction of the DASA-CP, Direct hiring authority to appoint An annual report on the (Expiration
Cyber Workforce Positions will issue additional instructions and procedures as qualified candidates directly into cyber |number of appointments Date: Until DoD
5U.8.C. 3304 + Commanders/Heads of: necessary to support operational requirements and workforce positions up to the GS-15  |made due at the end of each |completes the
Authority to appoint qualified ensure the appropriate use of the delegated authority. level (or equivalent) that are calendar year to the AG-1  |implementation
candidates directly into cyber |Memo, OUSD, 22 August 2017, subject: | o ACOMs, Implementing guidance and instructions will be updated necessary to carry out the CP. of the Cyber
workforce positions up to the  [Direct Hiring Authority for Cyber as necessary to incorporate changes required by responsibilities of U.S. Cyber Excepted
GS-15 level (or equivalent) | Workforce Positions 0 ASCCs5, changes in rule, law, regulation, or higher authority Command. Documenta-tion for Service under
that are necessary to carry out guidance. appointments made must be {10 U.S.C.
the responsibilities of U.S. 0 DRUs6 sufficient to allow 1599f.)
Cyber Command. reconstruction of actions
taken.
6 |Prepay Costs of Emergency [Memo, ASA (M&RA), 26 January 2018, |+ AASA4 May be further delegated, in wirting, to no lower than Authority to approve Prepay Costs of Authority to approve Prepay Costs of (3 Apr
Health Care and Support subject: Delegation of Authority to the first General Officer or member of the Senoir Emergency Health Care and Support Emergency Health Care and Support 2020)11
Services for Civilian Prepay Costs of Emergency Health Care |+ Commanders/Heads of: Executive Service in the employee's chain of command Services for Civilian Employees of the Services for Civilian Employees of the
Employees of the and Support Services for Civilian or supervision. Department of Defense and their Department of Defense and their

2

Civilian Deployments in
Support of Contingency
Operations

Memo, OUSD, 25 January 2017,
Change 1 effective 4 January 2018,
subject: Directive-type Memorandum
(DTM)-17-004-Department of Defense
Expeditionary Civilian Workforce

Memo, Office of Deputy Secretary of
Defense, 23 January 2018, subject:
Support of Civilian Personnel
Requirements in Afghanistan

Applicable to all appropriated fund and non-
appropriated fund IMCOM personnel.

Authority to disapprove deployment
requests for employees assigned to
AEC, HQ IMCOM Special Staff and
employees assigned to non-GO/SES
level HQ IMCOM Directorates

Authority to approve deployment
requests for employees assigned to

AEC

HQ IMCOM Staff Directors have
authority to approve deployment
requests for employees assigned to
HQ IMCOM Directorates

HQ IMCOM COS has authority to
approve deployment requests for
employees assigned to the Command
Group and SGS

GO/SES level HQ IMCOM Staff
Directors have authority to disapprove
deployment requests for employees
assigned to GO/SES level IMCOM
Directorates

Authority to approve deployment
requests for employees assigned to
IMCOM Directorates

Authority to disapprove deployment
requests for employees assigned to
IMCOM Directorates and IMCOM
Garrisons

Authority to approve deployment
requests for employees assigned to
IMCOM Garrisons
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ASA(M&RA)
# Subject / Description References Delegation1
(if applicable)
Telework Program IMCOM Regulation 690-610, Civilian

Designated Approval Authority
(DAA) for regular and
recurring, situational, or ad-
hoc telework IAW IMCOM
Regulation 690-610

Personnel Work Schedules, 15 May
2014

Memo, IMHR-C, 8 August 2018, subject:
HQ IMCOM Policy Memorandum 690-
610-1, Telework Program

©

Defense National Relocation
Program (DNRP)

Delegates authority to approve
DNRP (Home Sales Program,
Home Marketing Incentive
Program (HMIP), and
relocation services.

JTR, Volume 2, Chapter 5: Permanent
Duty Travel, Part O: Relocation Services,
Section 3: Home Marketing Incentive
Payments, Change 584, dated 1 June
2014

JTR, Volume 2, Appendix I: Travel
Authorization (JTR), Part 1: Delegation of|
Authority, Change 576, dated 1 October
2013

=3

Meritorious Civilian Service
Award

Army Regulation 672-20, Incentive
Awards, 1 April 2014

IMCOM Regulation 672-10, Incentive
Awards Program for Military and Civilian
Personnel, 23 January 2009

1 [Superior Civilian Service Army Regulation 672-20, Incentive
Award Awards, 1 April 2014
IMCOM Regulation 672-10, Incentive
Awards Program for Military and Civilian
Personnel, 23 January 2009
2 |Commander's Award for Army Regulation 672-20, Incentive

Civilian Service

Awards, 1 April 2014

IMCOM Regulation 672-10, Incentive
Awards Program for Military and Civilian
Personnel, 23 January 2009

)

Achievement Medal for
Civilian Service

Army Regulation 672-20, Incentive
Awards, 1 April 2014

IMCOM Regulation 672-10, Incentive
Awards Program for Military and Civilian
Personnel, 23 January 2009

N

Civilian Award for
Humanitarian Service

Army Regulation 672-20, Incentive
Awards, 1 April 2014

IMCOM Regulation 672-10, Incentive
Awards Program for Military and Civilian
Personnel, 23 January 2009

o

Certificate of Achievement
(Civilian)

Army Regulation 672-20, Incentive
Awards, 1 April 2014

IMCOM Regulation 672-10, Incentive
Awards Program for Military and Civilian
Personnel, 23 January 2009

Certificate of Appreciation
(Civilian)

Army Regulation 672-20, Incentive
Awards, 1 April 2014

IMCOM Regulation 672-10, Incentive
Awards Program for Military and Civilian
Personnel, 23 January 2009

Special Instructions

CG Retains Authority
(unless otherwise noted)

IMCOM CG Delegates
to DCG:

IMCOM CG Delegates
to Executive Deputy to CG:

IMCOM CG Delegates to
AEC Commander
(unless otherwise noted):

IMCOM CG Delegates to
HQ Staff Directors
(unless otherwise noted):

IMCOM CG Delegates to
IMCOM Directors
(Pacific, Europe, Readiness,
Sustainment, and Training) (unless
otherwise noted):

IMCOM CG Delegates to IMCOM
Garrison Commanders/
Garrison Managers
(unless otherwise noted):

IMCOM CG Delegates to IMCOM
First Line Supervisors/Managers
(unless otherwise noted)

Review (or
Expiration)
Date)

Authority to approve Fulltime - outside
of commuting area telework for HQ
IMCOM and AEC employees

AEC Commander for AEC employees:
1 -5 days regular/recurring
4 -5 days situational/ad-hoc

AEC Supervisors for AEC employees:
1 -3 days situational/ad hoc

HQ IMCOM Directors for HQ IMCOM
G Staff employees:

1 -5 days regular/recurring

4 - 5 days situational/ad-hoc

HQ IMCOM Staff Directors for HQ
IMCOM Personal, Special and
Command Staff employees:

1 -5 days regular/recurring

4 - 5 days situational/ad-hoc

Authority to approve regular and
recurring, situational or ad hoc for
IMCOM directorate employees for 1 -
5days

Authority to approve regular and
recurring, situational or ad hoc for
IMCOM garrison employees for 1 -5
days

HQ IMCOM Supervisors for HQ
IMCOM employees:
1 -3 days situational/ad hoc

Authority to approve requests for
Defense National Relocation Program
(DNRP) (Home Sales Program, Home
Marketing Incentive Program (HMIP))
and relocation services

Approval authority IAW AR 672-20: ACOM
commanders

IMCOM CG retains authority to
approve the Meritorious Civilian
Service Award

Approval authority IAW AR 672-20: Major General (O-
8) and above or civilian equivalent

IMCOM CG for HQ IMCOM and AEC

employees

Authority to approve Superior Civilian
Service Award for IMCOM directorate
and garrison employees

Approval authority IAW AR 672-20: Colonel (O-6) and
above or civilian equivalent

IMCOM CG for HQ IMCOM employees;

Authority to approve Commander's
Award for Civilian Service for AEC
employees

Authority to approve Commander's
Award for Civilian Service for IMCOM
directorate and garrison employees
(Lieutenant Colonel (0-5) led
garrisons or civilian equivalent)

Authority to approve Commander's
Award for Civilian Service for IMCOM
garrison employees (Colonel (O-6)
and above or civilian equivalent)

Approval authority IAW AR 672-20: Lieutenant Colonel
(0-5) and above or civilian equivalent

IMCOM CG for HQ IMCOM employees;

Authority to approve Achievement
Medal for Civilian Service for AEC
employees

Authority to approve Achievement
Medal for Civilian Service for IMCOM
directorate employees

Authority to approve Achievement
Medal for Civilian Service for IMCOM
garrison employees (Lieutenant
Colonel (0-5) and above or civilian
equivalent)

Approval authority IAW AR 672-20: Commander,
ACOM level or higher

IMCOM CG retains authority to
approve the Civilian Award for
Humanitarian Service

Approval authority IAW AR 672-20: local Commanders
or other locally authorized individuals

Authority to approve Certificate of
Achievement for civilian employees

Authority to approve Certificate of
Achievement for civilian employees

Authority to approve Certificate of
Achievement for AEC employees

HQ IMCOM Principal Staff Directors
for directorate (G Staff) employees

Authority to approve Certificate of
Achievement for IMCOM directorate
employees

Authority to approve Certificate of
Achievement for IMCOM garrison
employees

Approval authority IAW AR 672-20: local Commanders
or other locally authorized individuals

Authority to approve Certificate of
Appreciation for civilian employees

Authority to approve Certificate of
Appreciation for civilian employees

Authority to approve Certificate of
Appreciation for AEC employees

HQ IMCOM Principal Staff Directors
for directorate (G Staff) employees

Authority to approve Certificate of
Appreciation for IMCOM directorate
employees

Authority to approve Certificate of
Appreciation for IMCOM garrison
employees
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IMCOM CG Delegates to IMCOM CG Delegates to IMCOM
ASA(M&RA) . . IMCOM CG Delegates to IMCOM CG Delegates to IMCOM Directors . IMCOM CG Delegates to IMCOM Review (or
# Subject / Description References Delegation1 Special Instructions CG Retains A_uthorlty Imcom ce De'legates IMCON! CG Delegates ) AEC Commander HQ Staff Directors (Pacific, Europe, Readiness, Garrlst_)n Commanders/ First Line Supervisors/Managers Internal Controls Expiration)
(if applicable) (unless otherwise noted) to DCG: to Executive Deputy to CG: (unless otherwise noted): (unless otherwise noted): Sustainment, and Training) (unless Garrison Ma.nagers (unless otherwise noted) Date)
. (unless otherwise noted):
otherwise noted):
77 |Outstanding Civilian Service |Army Regulation 672-20, Incentive Approval authority IAW AR 672-20: SecArmy or major |IMCOM CG retains authority to
Award Awards, 1 April 2014 commander; ACOM commanders may redelegate approve the Outstanding Civilian
approval authority to any commander in the rank of Service Award
IMCOM Regulation 672-10, Incentive major general or above
Awards Program for Military and Civilian
Personnel, 23 January 2009
78 |IMCOM Stalwart Award IMCOM Regulation 672-9, Stalwart IMCOM CG retains authority to
(Civilian) Award, 16 July 2010 approve the IMCOM Stalwart Award
79 |Career Service Certificates |Army Regulation 672-20, Incentive HQ IMCOM and AEC employees with AEC employees with 5 to 35 years of |HQ IMCOM Principal Staff Directors  {IMCOM directorate employees with 5 |IMCOM garrison employees with 5 to
5 to 50 Years (Civilian) Awards, 1 April 2014 40 service years and above service for directorate (G Staff) employees to 50 years of service 35 years of service
with 5 to 35 years of service
IMCOM Regulation 672-10, Incentive IMCOM garrison employees with 40
Awards Program for Military and Civilian service years and above
Personnel, 23 January 2009
80 | Time Off Award (TOA) Army Regulation 672-20, Incentive Time Off Awards (TOA) are limited to 40 hours fora  [Authority to approve Time Off Awards |Authority to approve Time Off Awards |Authority to approve Time Off Awards  |Authority to approve Time Off Awards |Authority to approve Time Off Awards |Authority to approve Time Off Awards  [Authority to approve Time Off Awards
(Civilian) Awards, 1 April 2014 single contribution and up to 80 hours of time off during [(TOA) (TOA) (TOA) (TOA) is delegated to AEC (TOA) is delegated to Directors for HQ [(TOA) is delegated to IMCOM (TOA) is delegated to IMCOM
one-leave year for achievements or performance Commander/Deputy Commander for - |IMCOM employees Directors/Deputy Directors for IMCOM [Garrision Commanders/Managers,
IMCOM Regulation 672-10, Incentive contributing to the IMCOM mission. TOAs must be AEC employees directorate employees Deputy Commanders/Managers, and
Awards Program for Military and Civilian scheduled and used within 1-year of the approval date. Directors for IMCOM garrison
Personnel, 23 January 2009 TOAs do not convert to cash payment under any employees
circumstances.
Guidance concerning part-time employees or
employees with uncommon tours of duty is located in
AR 672-20.
81 |Legion of Merit (Military) Army Regulation 600-8-22, Military Approval authority IAW AR 600-8-22: Commanders  [IMCOM CG retains authority to Authority to approve the Legion of
Awards, 25 June 2015 and principal officials of HQDA agencies approve the Legion of Merit Award Merit for retiring and deceased
unless otherwise delegated persons, other than general officers
IMCOM Regulation 672-10, Incentive
Awards Program for Military and Civilian
Personnel, 23 January 2009
82 |Meritorious Service Medal  [Army Regulation 600-8-22, Military Approval authority IAW AR 600-8-22: Commanders  [IMCOM CG retains authority to Authority to approve award of Authority to approve Meritorious 11 May 2018
(Military) Awards, 25 June 2015 and principal officials of HQDA agencies approve Meritorious Service Medal  [Meritorious Service Medal Service Medal for IMCOM directorate
unless otherwise delegated and garrison military personnel
Memo, Secretary of the Army, 11 May
2017, subject: Installation Management
Command Exception to Policy Request
for Senior Executive Service Approval
Authority for Military Awards (expires 1
year from date of approval)
83 |Army Commendation Medal [Army Regulation 600-8-22, Military Approval authority IAW AR 600-8-22: Commanders  |IMCOM CG retains authority to Authority to approve award of Army Authority to approve Army Authority to approve Army Authority to approve Army 11 May 2018
(Military) Awards, 25 June 2015 and principal officials of HQDA agencies approve Army Commendation Medal {Commendation Medal Commendation Medal for AEC military Commendation Medal for IMCOM Commendation Medal for IMCOM
unless otherwise delegated personnel directorate and IMCOM garrison garrison (Colonel (O-6) and above)
Memo, Secretary of the Army, 11 May (Lieutenant Colonel led garrisons) military personnel
2017, subject: Installation Management military personnel
Command Exception to Policy Request
for Senior Executive Service Approval
Authority for Military Awards (expires 1
year from date of approval)
84 | Army Achievement Medal  [Army Regulation 600-8-22, Military Approval authority IAW AR 600-8-22: Commanders  [IMCOM CG retains authority to Authority to approve award of Army Authority to approve Army Authority to approve Army Authority to approve Army 11 May 2018
(Military) Awards, 25 June 2015 and principal officials of HQDA agencies approve Army Achievement Medal Achievement Medal Achievement Medal for AEC military Achievement Medal for IMCOM Achievement Medal for IMCOM
unless otherwise delegated personnel directorate military personnel garrison (Lieutenant Colonel (O-5) and

Memo, Secretary of the Army, 11 May
2017, subject: Installation Management
Command Exception to Policy Request
for Senior Executive Service Approval
Authority for Military Awards (expires 1
year from date of approval)

above) military personnel
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