ANNEX 2.1 -
TELECOMMUTING AGREEMENT: COMPACT
The United Nations Development Programme and the undersigned staff member have entered into this agreement which sets out the terms and conditions of a telecommuting arrangement.
Name of staff member: _______________________

I confirm that:

1. I have read and understood UNDP’s telecommuting policy and agree to the duties, responsibilities, obligations and conditions for telecommuting described in the policy.

2. I agree to conform to the administrative, policy and procedures requirements set forth in the policy and understand that I will remain bound by the standards of conduct applicable to international civil servants while telecommuting.

3. I agree not to conduct personal business while conducting official work while telecommuting (or the equivalent if a staff member is in part time pay status) and understand that I will not receive compensation for overtime work performed outside the office.

4. If my presence is needed in the office during a regular telecommuting day, I will make the necessary arrangements to be in the office.

5. I understand that I am responsible for providing a reasonably safe and secure environment for telecommuting and for acting in a responsible manner in carrying out work assignments. I have reviewed the Telecommuting Safety Guidelines in Annex 5. 

6.  I agree to protect UNDP’s records and confidential information from unauthorized disclosure or damage in line with the established policies of UNDP.

7. I understand that UNDP will not be liable for damages to my personal property while I am telecommuting, even if incurred during the performance of official duties.
8. My telecommuting equipment meets or exceeds the basic specifications described in Annex 1 and any other special requirements necessary for my assignment
9. I understand that UNDP will not be responsible for operating costs, telecommuting maintenance or any incidental cost whatsoever associated with the use of my residence while telecommuting. Travel costs from and to the telecommuting place will not be reimbursed by UNDP as will neither incremental utility costs (including telephone line installation, fax machine, office furniture, answering machine or voice mail, additional electrical outlets).
10. I will be responsible for transporting to and from my place of telecommuting all paper and electronic documents needed to effectively perform the assigned tasks.
11.  I will complete all assigned work accordingly to the work procedures agreed upon with my immediate supervisor.
12.  I understand that both sides may terminate the telecommuting agreement with one months notice or earlier if by mutual agreement.  I also understand that my supervisor, the Head of the Office/Division, Director may terminate the agreement with immediate effect if in their judgment the conditions for telecommuting are no longer met.
13.   I will undertake telecommuting for the period specified below and in doing so, agree to abide by the applicable conditions contained in the policy.
14. I understand and have completed the Telecommuting Organizational Form in Annex 2 Part 2 of 4
Date: _______/_______/_______

Signature: _______________________________[image: image1]
