Suggested Memo From Agency Director to Entire Agency
TO:

DEPARTMENT OF (AGENCY) EMPLOYEES 
FROM:

AGENCY DIRECTOR

DATE:

DATE
SUBJECT:
Telecommuting

I am happy to announce that the (AGENCY) Telecommuting Pilot Program was a tremendous success and I have decided to both continue and expand the program within our agency with a goal of having 15% of our employees in Maricopa County actively participating in the program by December 31, 1998.  

As you know, pilot telecommuters were selected to work at home one day a week for six months in order to reduce commuting, which saves energy and reduces urban air pollution.  Telecommuting proved to be an excellent travel reduction strategy.  During the pilot period our (#) telecommuters drove (#) fewer miles and avoided generating (# POUNDS/TONS) of air pollutants.  But the six-month survey also indicated many other outstanding productivity and morale benefits.  Attached are the highlights of the (AGENCY) six-month survey.  As you can see, telecommuters, their coworkers and supervisors were unified in their wholehearted support of telecommuting.  

Telecommuting is an exciting work arrangement, but it is not for everyone.  Upper management and supervisors have received criteria to help them identify those employees best suited for telecommuting.  Selected employees will be asked to volunteer and will receive training to help them succeed.  

If you are selected to participate in this program by your supervisor and feel you have tasks which may be completed at home one day a week, I encourage you to enter the program.  If you are not selected, remember telecommuting is a management option and is restricted by the nature of our jobs, office equipment we use, our work habits and the needs of others.  It is therefore in the best interest of this agency that only those individuals who best meet the program selection criteria be offered this opportunity. 

Attachment:  (AGENCY) Telecommuting Pilot Program Highlights

 
(AGENCY) TELECOMMUTING PILOT PROGRAM


HIGHLIGHTS 
•
In (DATE), (AGENCY) and the Department of Administration joined forces to implement a pilot telecommuting program as part the State's travel reduction plan.

•
In (DATE), (#) telecommuters and their supervisors were trained in the fundamentals of telecommuting.  

•
After six months of telecommuting, the telecommuters, their supervisors and a large group of non-telecommuters were surveyed to document the impacts of telecommuting.  The results revealed the following benefits:



•
Percentage of supervisors who indicated that telecommuting:




•
increased employee productivity



xx%




•
increased employee morale
 


xx%




•
increased the overall efficiency of the section

xx%




xx percent of the supervisors felt the program should be expanded.



•
Percentage of telecommuters who indicated that telecommuting enabled them to:




•
meet work objectives




xx%




•
work at personal peak times



xx%




•
manage time more effectively



xx%




•
become more organized




xx%




•
improve job attitude




xx%




xx percent of the telecommuters felt the program should be expanded.



•
Percentage of non-telecommuting coworkers who indicated that:




•
telecommuting did not impede office routine 

xx%




•
they would telecommute if given opportunity

xx%




•
the program should be expanded



xx%

•  During the initial six months, xx telecommuters drove xx fewer miles, avoided generating xx tons of air pollutants, saved an estimated xx in travel expenses, and endured xx fewer hours of stressful driving time.
