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RMKS/1. SINCE THE RELEASE OF REF (A) AND IMPLEMENTATION OF THE ATP RMP TELECOMMUTE POLICY, IT HAS PROVEN TO BE A VIABLE, COST EFFECTIVE METHOD TO PERFORM ADDITIONAL REQUIRED RESERVE DUTIES AWAY FROM THE HTC. THIS POLICY ACCOMMODATES BOTH THE COMMANDER AND THE INDIVIDUAL MARINE. THE PROGRAM WAS INITIATED FOR MEMBERS TO PERFORM TASKS OR PROJECTS IN A TELECOMMUTE STATUS NORMALLY ASSOCIATED WITH AN ATP OR RMP.  IOT ENSURE PROPER ADMINISTRATION, AUTHORIZATION AND UTILIZATION OF THE PROGRAM, THE FOLLOWING AMPLIFYING INSTRUCTIONS AND GUIDANCE ARE PROVIDED:  

  A.  TELECOMMUTE ATP MAY BE APPROVED FOR A TASK OR PROJECT ASSOCIATED WITH IMPROVING READINESS OF THE UNIT IN PREPARING FOR A SPECIFIC TRAINING EVENT.  ATP MAY BE AUTHORIZED IN THE PREPARATION OF TRAINING PROGRAMS, LESSON PLANS, TRAINING AIDS, TRAINING REHEARSALS, ETC.

  B.  TELECOMMUTE RMP MAY BE APPROVED FOR A TASK OR PROJECT ASSOCIATED IN SUPPORTING ONGOING DAY-TO-DAY OPERATIONS OF THE UNIT.  RMP MAY BE PERFORMED ONLY WHEN SUFFICIENT ACTIVE DUTY PERSONNEL ARE NOT AVAILABLE OR SPECIFICALLY ASSIGNED TO ACCOMPLISH THE TASK OR PROJECT.  TELECOMMUTE RMP MAY NOT BE APPROVED FOR PERFORMING NORMAL ADMINISTRATIVE REQUIREMENTS (FITNESS REPORTS, AWARDS, PRO-CON RECOMMENDATIONS, ETC.).

  C.  TELECOMMUTE ATP OR RMP MAY NOT BE AUTHORIZED FOR TASKS OR PROJECTS ASSOCIATED WITH THE MARINE CORPS BALL OR TOYS FOR TOTS.

2.  THE FOLLOWING ACTIONS ARE REQUIRED:

  A. COMMANDERS: REMAIN VIGILANT DURING THE INITIAL AND FINAL APPROVAL PROCESS. CONSIDER THE BENEFITS TO THE COMMAND PRIOR TO APPROVAL OF ANY REQUESTS. THE TELECOMMUTE PROGRAM WAS DESIGNED TO ASSIST THE COMMANDER IN ALLOWING TASKS OR PROJECTS TO BE COMPLETED AWAY FROM THE HTC.  TASKS OR PROJECTS APPROVED TO BE EXECUTED WHILE IN A TELECOMMUTE STATUS MUST BE TANGIBLE AND A PRODUCT DELIVERED UPON COMPLETION.

    (1) ONLY THE UNIT CO, OIC OR OPSPONSOR MAY APPROVE AN ATP OR RMP TO BE EXECUTED IN A TELECOMMUTE STATUS.  APPROVAL MUST BE RECEIVED IN WRITING PRIOR TO THE TELECOMMUTE BEING EXECUTED.  TELECOMMUTE REQUEST MUST BE SIGNED BY BOTH THE MARINE AND THE COMMANDER. THE AGREEMENT MUST LIST THE ASSIGNED TASKS, TIMEFRAME FOR COMPLETION OF TASKS AND THE PRODUCT(S) TO BE DELIVERED UPON COMPLETION.  THE TELECOMMUTE REQUEST WILL BE SUBMITTED AS A PART OF THE SOURCE DOCUMENT PACKAGE SUBMITTED FOR UNIT DIARY ENTRY. AN EXAMPLE OF A WRITTEN AGREEMENT IS PROVIDED ON PAGE 5-43 OF REF A.

    (2) AFTER INITIAL APPROVAL AND DURING PERFORMANCE OF THE ATP OR RMP IN TELECOMMUTE STATUS, THE MARINE WILL MAINTAIN A TELECOMMUTE LOG TO DOCUMENT ASSIGNED TASKS AND COMPLETION TIMEFRAMES. AN EXAMPLE OF A TELECOMMUTE LOG IS PROVIDED ON PAGE 5-45 OF REF A.

    (3) UPON COMPLETION OF TELECOMMUTE PROJECT OR TASK, THE MARINE WILL FINALIZE AND SIGN THE LOG. BOTH THE LOG AND THE COMPLETED TASK OR PROJECT WILL BE SUBMITTED TO THE COMMANDER FOR REVIEW AND FINAL APPROVAL. THE COMMANDER MUST REVIEW THE COMPLETED PROJECT OR TASK AS WELL AS THE TELECOMMUTE LOG IOT DETERMINE SUCCESSFUL COMPLETION OF THE TELECOMMUTE. PRIOR TO SIGNING THE LOG, COMMANDERS WILL ENSURE THAT THE ORIGINAL AGREEMENT AND LOG COINCIDE; AND THAT ASSIGNED TASK OR PROJECT IS COMPLETED.

    (4) FINAL APPROVAL IS COMPLETED WHEN THE ORIGINAL AGREEMENT, TELECOMMUTE LOG, AND MUSTER SHEET(S) HAVE BEEN SIGNED BY THE COMMANDER AND SUBMITTED TO THE UNIT S-1/ADMIN SHOP AS SOURCE DOCUMENTS FOR UNIT DIARY ENTRY.

  B. UNIT ADMINISTRATORS: ASSIST WITH THE ENTIRE PROCESS.   

     (1) REVIEW ALL DOCUMENTS FOR ADMINISTRATIVE CORRECTNESS AND ENSURE BOTH THE ORIGINAL AGREEMENT AND LOG ARE PROVIDED WITH SIGNATURES PRIOR TO THE COMPLETION OF THE MUSTER SHEET AND REPORTING OF THE APPROPRIATE UNIT DIARY ENTRIES.

    (2) ENSURE PROPER RECORD KEEPING OF SOURCE DOCUMENTS. AT A MINIMUM, MAINTAIN A LOGBOOK TO RECORD ALL TELECOMMUTE OCCASIONS, REASON FOR REQUESTS AND IF THE REQUEST WAS APPROVED OR DISAPPROVED. BE PREPARED TO SUBMIT SOURCE DOCUMENTS TO HIGHER HEADQUARTERS UPON REQUEST.

  C. CERTIFYING OFFICIAL: IT IS IMPERATIVE THAT ALL CERTIFYING OFFICIALS ENSURE THE ADMINISTRATIVE GUIDANCE LISTED IN THIS MESSAGE AND THE REFERENCE ARE ADHERED TO PRIOR TO CERTIFICATION OF ANY TELECOMMUTE ATP OR RMP UNIT DIARIES.

  D. UNIT COMMANDERS CANNOT APPROVE THEIR OWN ATP OR RMP TELECOMMUTE REQUEST.  UNIT COMMANDERS REQUESTING TO PERFORM ATP OR RMP IN A TELECOMMUTE STATUS MUST SUBMIT THE TELECOMMUTE REQUEST TO THE NEXT SENIOR COMMANDER IN THE CHAIN OF COMMAND. THE NEXT SENIOR COMMANDER IN THE CHAIN OF COMMAND WILL IDENTIFY THE TASK OR PROJECT TO BE COMPLETED AND THE TIMEFRAME FOR THE COMPLETION.  UPON APPROVAL, THE SAME PROCEDURES AND GUIDELINES IDENTIFIED IN PARA 2A(2) THRU 2A(4) ABOVE WILL BE FOLLOWED.  

3. CMFR ENCOURGES USE OF THE ATP RMP TELECOMMUTE PROGRAM WHENEVER PRACTICAL, HOWEVER STRICT ADHERENCE TO THE REF AND THIS MESSAGE MUST BE ADHERED TO AT ALL TIMES.
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