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HUMAN RESOURCES MEMORANDUM 24-023 
DATE ISSUED: 

12/20/2024 

SUBJECT: 

Annual Telework Agreement Renewal 

REFERENCE: 

SAM 0181 
AO 02-22 
Gov Code § 14200-
14203 

TO: 

All DGS Employees 
SUPERCEDES: 

 None 
 

Purpose 
The purpose of this Human Resources Memorandum is to advise Department of General 
Services (DGS) employees that submission of their Annual Telework Agreement renewals 
are due by January 31, 2025. 

Telework Policy 
The DGS Telework Policy (Administrative Order 02-22) was established on July 1, 2022, 
pursuant to Government Code sections 14200 -14203 requiring every state department 
to incorporate telecommuting as a work option when telecommuting is identified as 
being both practical and beneficial to the department. The DGS Telework Policy is in 
accordance with the Statewide Telework Policy SAM 0181. 

In accordance with the DGS Telework Policy, employees who are eligible to telework 
will need to have a signed, approved Telework Agreement on file. To ensure the 
agreement continues to meet business needs the Telework Agreement will be reviewed 
annually at a minimum. 

Renewals Due 
Beginning January 2, 2025, every DGS employee who is eligible to telework, must 
complete a new Telework Agreement in the ServiceNow Portal in order to continue 
receiving a telework stipend payment. 

Managers/Supervisors should meet with employees prior to a completion of a new 
Telework Agreement to ensure that the in-office days meets the needs of the office and 
fulfills the essential functions of the employee’s position. After this discussion has 
occurred, the employee is required to complete a new Telework Agreement in the 
Service Now Portal. Employees that work in the office and do not telework, are not 
required to complete a Telework Agreement. 

After the Telework Agreement is completed and certified by the employee in 
ServiceNow, it will route to the employee’s direct manager/supervisor for approval. The 
manager/supervisor must review and approve the Telework Agreement in ServiceNow. 
Employees will not be paid the telework stipend if the Telework Agreement is not 
approved by their manager/supervisor. Managers and supervisors must ensure timely 
approvals. The annual 2025 Telework Agreement must be completed no later than 
January 30, 2025. 

https://www.dgs.ca.gov/Resources/SAM/TOC/100/181
https://cadgs.sharepoint.com/sites/DGS-Policy-Unit/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FDGS%2DPolicy%2DUnit%2FShared%20Documents%2FDGS%20Policy%20Unit%20%2D%20Final%20AdminOrders%2FAO%2002%2D22%20%2D%20Telework%20Policy%2Epdf&parent=%2Fsites%2FDGS%2DPolicy%2DUnit%2FShared%20Documents%2FDGS%20Policy%20Unit%20%2D%20Final%20AdminOrders&p=true&ga=1
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=3.&title=2.&part=5.&chapter=3.&article
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=3.&title=2.&part=5.&chapter=3.&article
https://cadgs.sharepoint.com/sites/DGS-Policy-Unit/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FDGS%2DPolicy%2DUnit%2FShared%20Documents%2FDGS%20Policy%20Unit%20%2D%20Final%20AdminOrders%2FAO%2002%2D22%20%2D%20Telework%20Policy%2Epdf&parent=%2Fsites%2FDGS%2DPolicy%2DUnit%2FShared%20Documents%2FDGS%20Policy%20Unit%20%2D%20Final%20AdminOrders&p=true&ga=1
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=GOV&division=3.&title=2.&part=5.&chapter=3.&article
https://www.dgs.ca.gov/Resources/SAM/TOC/100/181
https://dgs.service-now.com/sp?id=sc_cat_item&sys_id=a9d688f91b4fe8508a668550cd4bcb09
https://dgs.service-now.com/sp?id=sc_cat_item&sys_id=a9d688f91b4fe8508a668550cd4bcb09
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Resources 
For more information visit and telework best practices, refer to the DGS Hybrid Work 
SharePoint site. 

Questions 
If employees have questions not addressed in this memorandum, employees 
are encouraged to contact Ask a Telework Question in the ServiceNow Portal. 

 

https://cadgs.sharepoint.com/sites/EO-DGS_Hybrid_Work
https://dgs.service-now.com/sp?id=sc_cat_item&sys_id=813ad799dbe304508c4e9c94db961922
https://dgs.service-now.com/sp?id=sc_cat_item&sys_id=813ad799dbe304508c4e9c94db961922
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