
HELPFUL TIPS FOR SUCCESSFUL

TELEWORKING OR TELECOMMUTING
Tasks

· Plan your work assignments before teleworking.  Work that is project or task-oriented works well.  

· Prepare to transport or electronically transfer any potential materials you may be unable to access from an off-site location.
Equipment
· Computer and printer
· Software (compatible with office software)
· Fax/modem or fax machine
· Telephone and dedicated phone line
· Remote access software
· Answering machine, or preferably voice mail with remote access to check messages 
Environment

Find a place in your home that would be an appropriate workspace.  It does not need to be an entire room but it should be:

· relatively quiet and free from distractions 
· an area where you can work uninterrupted, preferably with a door
· a place with good lighting, adequate heating, cooling and ventilation
. 

If your home is not suitable for telework due to lack of space, distractions, or the availability of high-speed Internet access, consider an alternate location such as a telework center.  However, please note that most telework centers require advance arrangements to be made.
Schedule and Communication
The cornerstone of successful telecommuting is good communication with your office:  

· Agree on the specific hours you will be working away from the office. Having set hours  and routine times for checking in with the office will help manage your telework time. 
· Agree on types of work or work products to be completed

· Ask the receptionist to forward calls to you if you are unable to forward your office voicemail to your home office.
Sources: 
http://www.mwcog.org/commuter2/commuter/teleworking/index.html 
http://www.montgomerycountymd.gov/tcotmpl.asp?url=/content/DOT/transit/commuter/page7.asp
http://www.e-mdot.com/Planning/Telework Partnership Web Page/Telework Partnership with Employers
http://teleworkva.redmon.com/forTeleworkers/success.aspx
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