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Subprogram 

Click or tap here to enter text. 

Budget Request Description 

Telework Policy Oversight and Compliance Review 

Budget Request Summary 

The Department of General Services (DGS) requests $1.9 million in ongoing expenditure authority from 
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environment. 
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A. Budget Request Summary 

The Department of General Services (DGS) requests $1.9 million in ongoing expenditure 

authority from the General Fund, and 10.0 positions beginning in 2022-23, to implement 

oversight and review compliance functions to ensure the successful implementation of a 

productive distributed work environment. 

B. Background/History 

The COVID-19 Pandemic provided an opportunity for the State to test, in real time, a statewide 

telework program. The emergency facilitated a new way to conduct business in a distributed 

environment, which had not been utilized in such a broad manner before. Since March of 

2020, the Administration has continued to analyze and reimagine the way we deliver 

information and services to all Californians. 

During the COVID-19 pandemic, the Newsom Administration advised departments to 

maximize telework to the greatest extent possible and ensure that post-COVID-19, 

departments continue to embrace telework as part of the state culture to achieve long-term 

efficiencies.  

 In July 2020, the Governor’s Office approved the State’s updated telework policy, 

spearheaded by DGS, and it was sent to the California Department of Human Resources 

(CalHR) for negotiations with the labor organizations. 

 In November 2020, Finance released a budget letter directing departments to achieve 

administrative savings through various operational measures, including reducing space 

needs through telework and thereby achieving lease savings. 

 In April 2021, the Governor’s Office approved a memo to all department heads reinforcing 

that the Administration supports telework as a long-term strategy to decrease office space, 

allow more flexibility for employees, and build resiliency in the case of future emergencies 

that may require people to work outside the office. 

 Over 24,000 state supervisors and managers took a mandatory telework training in June of 

2021 that covered supervision of employees who telework, performance management, 

and building a results-oriented culture. The training was funded by the Government 

Operations Agency (GovOps) with one-time money. CalHR has contracted to produce a 

fully accessible eLearning module that will be provided at reasonable cost as part of the 

ongoing training catalog. 

 The Administration continues to reimagine the way Californians access information and 

conduct government transactions. Building upon past efforts and lessons learned from the 

pandemic, departments and agencies have taken a fresh look at our workforce to identify 

classifications and positions that are conducive to telework, either full-time or part-time, 

while still delivering exemplary customer service to the people of California. Following this 

unprecedented collaboration, DGS released a Statewide Telework Policy in October 2021. 

C. State Level Consideration 

DGS serves as the control agency for administrative functions governed by the State 

Administrative Manual and is the owner of the Statewide Telework Policy. This Telework 

Program will implement this new control agency function to ensure consistency across state 

government as we pivot to the “new normal” and deliver critical services for all Californians in 

a distributed work environment. This proposal supports initiatives that were set in motion by the 

2021-22 State Budget and in response to the COVID-19 pandemic, including: investments in 

the California Department of Technology (CDT) and Office of Digital Innovation (ODI) to 

support a safe, secure, and efficient pivot to remote and cloud-based technology solutions to 

a distributed workforce; Governor’s Executive Orders; and Budget Letters directing state 

agencies to identify long-term efficiencies and cost savings, reduce the State’s office space 



     

 

  

      

      

          

      

  

     

      

       

    

    

    

     

      

         

      

       

   

 

 

    

         

      

     

       

     

     

        

    

       

   

     

    

       

     

   

  

         

        

        

      

         

     

        

        

Workload  Justification  Chart  

footprint, and maximize telework to the fullest extent, consistent with the directives of the 

Administration. 

D. Justification 

This proposal builds off the foundation established by DGS in partnership with GovOps and 

many partner entities and will provide the resources necessary to ensure successful 

implementation and maximization of telework consistent with the State’s policies, and to set 

departments up for successful telework extending into the future. This important work includes 

establishing on ongoing compliance and review cadence to provide structure and guidance 

so that statewide government functions and services will continue to deliver the highest level 

of quality customer service, regardless of where workers are performing their duties. 

GovOps worked with DGS, CDT and CalHR to create a telework website as a resource for 

state management: http://www.telework.govops.ca.gov This website features a telework 

dashboard fueled by data required by the new policy and continues to provide increasing 

transparency into the benefits of telework. 

GovOps convened a telework working group to make recommendations on creating a hybrid 

workforce. This Telework Working Group has developed recommendations to ensure the 

success of a hybrid model for the State. GovOps, DGS and CalHR all have representatives on 

the working group and a report with recommendations has been prepared for the Secretary 

of GovOps. In addition, both CalHR and DGS have been focused on the transition from an 

emergency telework environment to the management of a robust, ongoing telework 

program. 

The Statewide Telework Policy, located at 

https://www.dgs.ca.gov/Resources/SAM/TOC/100/181 requires each state department to 

establish their own telework policy by October 5, 2022. Draft telework policies are due to DGS 

by January 31, 2022. DGS will review each department’s draft policy and provide guidance to 

ensure adherence to the statewide policy. After the initial review and approval of department 

telework plans, departments will then be able to notice unions. Once the initial policy review is 

complete, the work doesn’t stop there – ongoing policy support and review will be critical for 

the success of the State’s business functions in a distributed work environment. DGS will 

establish regular compliance review, which will include telework metrics, and will likely also be 

subject to review by labor unions. 

To provide ongoing, robust support and oversight as a control agency, DGS proposes to 

create a dedicated Statewide Telework Unit, which will consist of: 

 One Career Executive Assignment (CEA), Level B 

 One Staff Services Manager I 

 Two Staff Services Manager I (Specialist) 

 One Staff Services Manager II (Supervisory) 

 Four Associate Governmental Program Analysts 

 One IT Specialist II 

The CEA Level B, Staff Services Manager I, and Associate Governmental Program Analyst 

positions will provide consultation, direction, and tools to departments. These resources are 

critical to ensure successful implementation and management of this substantial new 

statewide control function in response to the Administration’s directives. 

The CEA position is a high-level administrative manager with authority to direct and influence 

policy. This position will be responsible for implementing and managing the Statewide Telework 

Program. The CEA position will have a broad responsibility for policy implementation and will 

provide subject matter expertise to executive-level management within DGS, as well as 

http://www.telework.govops.ca.gov/
https://www.dgs.ca.gov/Resources/SAM/TOC/100/181


          

       

       

        

     

      

         

      

  

     

      

    

   

  

    

  

        

     

     

      

         

     

      

       

      

    

        

         

   

      

       

     

        

       

      

   

      

   

      

   

     

   

     

 

  

Workload  Justification  Chart  

statewide, in collaboration with control agencies including CalHR. This position will navigate 

sensitive communications and scrutiny from the public, the media, state employees, labor 

unions, and statewide departments to ensure this critical program is developed and carried 

out successfully, consistent with the Governor’s Office and GovOps directives. 

The IT Specialist II will lead the collection and reporting of data and tracking of departmental 

telework metrics. The IT Specialist II will also ensure continuous communication and close 

coordination with CDT, ODI, and GovOps for transparency and consistency with technology 

strategic initiatives and directives so that performance metrics can be analyzed for continuous 

improvement. 

This Statewide Telework Unit will also develop additional telework guidance documents and 

resources, which will be available to all state agencies, including: 

 Developing a Telework Program 

 Manager and Supervisor Guidelines 

 Employee Guidelines 

 Incidental and Emergency Guidelines 

 Telework Forums 

Additionally, DGS and GovOps Agency will work with CalHR on an employee engagement 

playbook with strategies for keeping teleworkers engaged and productive. 

DGS also proposes to include resources for a Telework Compliance Unit to ensure 

comprehensive compliance and integrity through a regular assessment cycle, similar to audit 

functions performed by other control agencies such as the State Personnel Board. These 

compliance review resources will consist of: 

 One Staff Services Manager II (Supervisory) 

 Two Staff Services Manager I (Specialist) 

These positions will perform compliance reviews of state agencies under the newly 

implemented Statewide Telework Policy. State agencies are required to begin reporting 

telework-related data to DGS as of January 2022. At this time, DGS does not have available 

resources to take on these additional roles and responsibilities. These positions are required, 

due to the nature of examining organization operations and internal and management 

controls, reviewing organizational policies and procedures, and performing other effectiveness 

testing of an organizations operation as it relates to the Statewide Telework Policy. 

The Telework Compliance Review Unit will provide a robust, regular analysis cadence and 

structure to help ensure the success of DGS’ new control agency function so that state 

agencies will consistently follow the newly implemented Statewide Telework Policy. The 

requested positions are necessary to ensure that this pivotal workload is accomplished 

efficiently and effectively. 

Providing these resources and ongoing expenditure authority from the General Fund will 

enable DGS to establish the Statewide Telework Unit and immediately implement the 

directives of the Administration without raising DGS’ service rates. 

E. Outcomes and Accountability 

The requested resources will ensure a continued focus on employee performance and 

engagement while centralizing communication and coordination to share best practices and 

leverage statewide institutional knowledge to maximize telework in the most efficient and 

effective manner. 

F. Analysis of All Feasible Alternatives 
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Alternative 1: Provide $1.9 million in ongoing expenditure authority from the General Fund, and 

10.0 positions, beginning in 2022-23 for DGS to implement oversight and compliance functions 

to ensure the successful implementation of a productive distributed work environment. 

Pros: 

 Supports the Administration’s initiatives to maximize implementation of telework 

 Furthers the identification of ongoing efficiencies made possible by telework, including 

reducing the State’s footprint 

 Allows for centralized intake and review of all state telework plans to ensure consistency 

across the Administration 

 Provides a compliance review function to ensure transparency, integrity, and ongoing 

compliance 

 These resources would be centralized under a department that has taken the lead on 

policy guidance, technology solutions, and implementation of emergency telework 

Cons: 

 Increased General Fund expenditures 

Alternative 2: 

Provide $1.6 million plus $300,000 for the Department of Finance’s Office of State Audits and 

Evaluation’s (OSAE) hourly rate in ongoing expenditure authority from the General Fund, and 

7.0 positions, beginning in 2022-23 for DGS to implement oversight functions to ensure the 

successful implementation of a productive distributed work environment. DGS would contract 

with OSAE to establish a regular compliance review cycles for individual departmental 

telework plans to ensure ongoing compliance. 

Pros: 

 Supports the Administration’s initiatives to maximize implementation of telework 

 Furthers the identification of ongoing efficiencies made possible by telework, including 

reducing the State’s office space footprint 

 Allows for centralized intake and review of all state telework plans to ensure consistency 

across the Administration 

 Provides a regular compliance mechanism under an existing control agency with an 

established history and experience in reviewing state agencies 

 Coordination between two different control agencies may result in communication and 

leveraging of broader institutional knowledge 

Cons: 

 Increased General Fund expenditures 

 OSAE might need more resources to conduct compliance review. 

 Oversight and compliance functions are not centralized under one department; 

coordination between two different control agencies may not be as efficient. 

G. Implementation Plan 

The Department of General Services will work closely with GovOps Agency and the 

Department of Finance to identify funding resources in Current Year 2021-22 and immediately 

begin recruitment and hiring of the positions necessary to establish a centralized telework unit 



        

   

        
 

   

  

      

         

     

Workload  Justification  Chart  

to provide statewide support to departments as well as compliance reviews to ensure ongoing 

consistency and efficiency. 

H. Supplemental Information (Describe special resources and provide details to support costs 
including appropriate back up.) 

Click or tap here to enter text. 

I. Recommendation 

DGS recommends the approval of Alternative 1 to provide $1.9 million in ongoing expenditure 

authority from the General Fund, and 10 positions, beginning in 2022-23 to implement a robust 

Telework Program and to ensure successful compliance with the Administration’s vision. 



 

 

CP Fiscal Detail Sheet 
BCP Title: Telework Policy Oversight and Compliance Review 

BR Name: 7760-086-BCP-2022-A 1 

Budget Request Summary 

Personal Services 
Personal Services FY22 

Currrent 
Year 

Positions - Permanent 0.0 
Total Positions 0.0 
Earnings - Permanent 0 
Total Salaries and Wages $0 
Total Staff Benefits 0 
Total Personal Services $0 

Operating Expenses and Equipment 
Operating Expenses and Equipment FY22 

Current 
Y,ear 

5301 - General Expense 0 
5302 - Printing 0 
5304 - Communications 0 
5320 - Travel: In-State 0 
5322 - Training 0 
5324 - Facilities Operation 0 
5326 - Utilities 0 
5346 - Information Technology 0 
539X - Other 0 
Total Operating Expenses and Eq1.1ipment $0 

Total Budget Request 
Total Budget Request FY22 

Current 
Year 

Total Budget Request $0 

Fund Summary 

FY22 
Budget 

Year 
10.0 
10.0 
912 

$912 
533 

$1,445 

FY22 
Budget 

Year 
40 
10 
10 
30 
10 

100 
10 
40 

186 
$436 

FY22 
Budget 

Year 
$1 ,881 

FY22 FY22 FY22 FY22 
BY+1 BY+2 BY+3 BY+4 

10.0 0.0 0.0 0.0 
10.0 0.0 0.0 0.0 
912 0 0 0 

$912 $0 $0 $0 
533 0 0 0 

$1,445 $0 $0 $0 

FY22 FY22 FY22 FY22 
BY+1 BY+2 BY+3 BY+4 

40 0 0 0 
10 0 0 0 
10 0 0 0 
30 0 0 0 
10 0 0 0 

100 0 0 0 
10 0 0 0 
40 0 0 0 

186 0 0 0 
$436 $0 $0 $0 

FY22 FY22 FY22 FY22 
BY+1 BY+2 BY+3 BY+4 

$1 ,881 $0 $0 $0 



   

 

 

  

und Source 

Fund Source 

State Operations - 0001 - General Fund 
Total State Operations Expenditures 
Total All Funds 

Program Summary 
Program Funding 
Program Funding 

9900100 - Administration 
Total All Programs 

FY22 
Current 

Year 

FY22 
Current 

Year 

FY22 
Budget 

Year 
0 1,881 

$0 $1 ,881 
$0 $1 ,881 

FY22 
Budget 

Year 
0 1,881 

$0 $1 ,881 

FY22 FY22 FY22 FY22 
BY+1 BY+2 BY+3 BY+4 

1,881 0 0 0 
$1 ,881 $0 $0 $0 
$1 ,881 $0 $0 $0 

FY22 FY22 FY22 FY22 
BY+1 BY+2 BY+3 BY+4 

1,881 0 0 0 
$1 ,881 $0 $0 $0 

Workload Justification Chart 



   

it ion Tit le : CEA B -Telework Unit 

Number of Time.s Number of Hours 
the Task is Needed to 
Performed Comple te the Total Number of 

Description of Ta.sk to be Pe rformed Annually Ta.s\ Annual Hours 
Formula tes,. implements,. and eva lua tes s ta tewide and departmenta l 
te lework po lic ies and programmatic dec is ions by act ing as the te lework 
po licy advisor to the OGS Director and executive management concern ing 
sens itive,. controvers ia l and/ or sign ificant issues impact ing sta tewide or 
departmenta l te lework po lic ies,. and engaging with Government 
Opera tions Agency (GovOps), and Department of Human Resources 
(Ca lHR), and issu ing te lework policy d irect ives in order to fac ilita te an 
effect ive te lework program and ensure the goa ls and object ives for 
Ca liforn ia 's te lework in itia tive are met. 40 15 600 
The CEA position will have a brc,ad respons ib ility for po licy 
implementa tion and will provide subject matter expertise to executive-
leve l management with in OGS, as well as s ta tewide, in co llabora tion with 
contro l agencies includ ing Ca lHR. Th is position will navigate sens itive 
commun ica tions and scrutiny from the pub lic, the med ia, s ta te employees,. 
labor un ions,. and sta tewide departments to ensure th is critica l program 
is deve loped and carried out su: cessfu lly, cons istent with the Governor' s 
Office and GovOps d irect ives. 20 6 120 
Oversees of Sta tewide Telework Program and Department of Genera l 
Services (OGS) Te lework Program through subord ina te manager and 
ana lysts by coord ina ting te lework in itia tives s ta tewide and department-
wide, implementing effect ive ap :,,roaches to ach ieve te lework goa ls and 
object ives and the deve lopment of program infrastructure to departments 
in deve lop ing and implementinf departmenta l po lic ies in order to 
fac ilita te strong commun ications across a ll te lework re la ted funct ions 
with in OGS and sta tewide. Ensure compliance with Sta te Admin istra tive 
Manua l (SAM) Sect ion 0 18 1 Sta tewide Telework Po licy requ irements. 

30 15 4 5 0 

Advises the OGS Director, Gover1ment Opera tions Agency and Governor' s 
Office on matters re la ting to te lework po lic ies,. deve lops stra tegies and 
coord ina tes across other key departments critica l to s ta tewide te lework 
goa ls, includ ing the Ca lHR, Sta te Contro ller's Office (SCO), and Department 
ofTechno logy (CDT), and works with other s ta te, federa l and loca l 
government agencies,. and labor organ izations to stra tegica lly deve lop 
and implement s ta te te lework polic ies and programs in order to provide 
accura te and timely recommencations to ensure effect ive te lework 
programs to benefit the s ta te of Ca liforn ia and its employees. 

60 6 360 

Workload Justification Chart 



   

 

 

 

anages,. d irects,. and develops a hybrid workforce through subord inate 
supervisors,. by centra lizing commun ication to v irtua l p la tforms to 
commun icate program goa ls and object ives,. estab lish ing performance 
expecta tions and promoting a resu lts-based cu lture, inputting, reviewing 
and approving/denying timesheets,. managing staff requests for time off, 
managing various schedu les and ma inta in ing adequate staffing, 
provid ing d irect ion and information on OHR processes, creating v irtua l 
opportun ities for team bu ild ing, and developing timely performance 
eva luations and tra in ing p lans,. in order to provide opportun ities for 
tra in ing, promote upward mobility and team co llaboration, provide 
guidance on personnel performance issues,. to ensure equa l employment 
opportun ities and a harassment and d iscrimination-free work 
environment, utilizing Microsoft applica tions,. v irtua l commun ication 
p la tforms and equ ipment (e.g., web cam), Project Accounting and Leave, 
applicable barga in ing un it contract provis ions,. OGS po licies, procedures 
and guidelines,. Sta te Personnel Board and Ca liforn ia Department Human 
Resources' laws and regula tions. 

12 15 180 
Provides opera tiona l and techn ica l expertise to enhance the effect iveness 
of current te lework po licies and programs by research ing, eva luating, and 
recommend ing resolutions to te lework-rela ted issues and developing new 
innovative approaches to improve program product ivity and outcomes,. 
developing guidelines and pract ices that opera tiona lize te lework po licy 
goa ls to encourage participation of e lig ib le employees,. reduce requ ired 
sta te office space and reduce sta te environmenta l impacts,. such as traffic 
congestion, and by integra ting the la test techno logy options and best 
industry pract ices into te lework program opera tions in order to provide a 
un iform body of information on laws,. ru les,. po lic ies and procedures 
about te lework to ensure that v iab le and cost effect ive techno logies are 
utilized in program design and cons idera tions. 

18 10 180 
May represent the Director and department on te lework issues a t various 
stra tegic, sens itive meetings throughout the sta te in order to provide 
po licy overs ight and d irect ion to ensure the interests and perspect ives of 
OGS in key te lework-rela ted decis ion-making and po licy setting groups are 
represented. 10 9 90 

Tota l Hours 1980 

1.0 Position Equivalent= 1,.800 hours 1.1 

Workload Justification Chart 



   

 

it ion Tit le : Staff Services Manager 1-Telework Unit 

Number of Times Number of Hours 
the Task is Needed t o 
Performed Complet e t he Tot al Number of 

Descript ion of Ta.sk to be Performed Annually Task Annual Hours 
Provide cont inuous overs ights, supervis ion, and guidance to subord inate 
staff respons ib le for serving as subject matter experts on the OGS a nd 
Sta tewide Telework po lic ies, as well as supporting the Sta tewide Telework 
Officer. Provide reviews of draft commun icat ions and recommendat ions 
in order to provide accura te and t imely informat ion to departments with in 
the Sta te of Ca liforn ia to ensure compliance with the OGS and Sta tewide 
Telework programs. 8 80 640 
Serves as the OGS department Telework Coord inator by act ing as the 
primary po int of contact for OGS managers and employees by collect ing 
OGS telework agreements,. collaborat ing with Enterprise Techno logy 
So lut ions (ETS) to run reports and collect OGS departmenta l metrics, and 
prepare mater ia ls and informat ion to present te lework sympos iums and 
work group to ensure the da ily operat iona l needs of OGS telework 
program are met in order to support the Sta tewide Telework Program. 

6 80 480 

Supervises,. d irects,. develops,. and reviews the work of a hybrid workforce 
by centra lizing commun icat ion to v irtua l p la tforms to commun icate un it 
goa ls and object ives,. estab lish ing performance expecta t ions and 
promoting a resu lts·based cu lture, inputting, reviewing and approving/ 
denying t imesheets,. managing staff requests for t ime off,. managing 
var ious schedu les and ma inta in ing adequate staff ing, provid ing d irrect ion 
and informat ion on OHR process,. creat ing v irtua l opportun it ies for team 
bu ild ing, and developing t imely performance eva luat ions and tra in ing 
p lans,. in order provide opportun it ies for tra in ing, promote upward 
mobility and team collaborat ion, provide guidance on personnel 
performance issues, to ensure equa l employment opportun it ies and 
harassment and d iscr iminat ion-free work environment,. ut ilizing 
Microsoft applicat ions, v irtua l commun icat ion p la tforms and equ ipment 
(e.g.,. web cam), Project Account ing and Leave,. applicable barga in ing un it 
contract provis ions, the Personnel Operat ions Manua l, OGS po lic ies, 
procedures and guidelines,. Sta te Personnel Board and Ca liforn ia 
Department Human Resources' laws ru les and regula t ions. 20 36 720 
Independently researches,. ana lyzes and makes recommendat ions o,n the 
most complex, sens it ive and h igh ly v is ib le Telework-rela ted inqu ires by 
serving as the subject matter expert in order to provide accura te 
responses and recommendat ions to the SSM II to ensures compliance with 
the OGS and Sta tewide Telework Programs. 20 14 280 

Workload Justification Chart 



   

 

 

  

mpliance Review Supervisor 

Posit ion Tit le : Staff Services Manager u (Supervi.sorv) 

Number of Number of 

Time.s the Ta.sk i.s Hours Needed to 
Performed Complete the Total Number of 

Description of Ta.sk to be Performed Annually Task Annual Hours 
Reviews and ma inta ins compliance reviews schedu le and ass igns 

53 2 106 
Compliance workload to staff. 
Schedu les,. eva luates,. identifies,. and approves compliance 
engagements and resources needed for each engagement to be 53 2 106 

Oversees compliance staff by examining, eva luating, 
commun icating, and following·up on a ll phases of the compliance 

53 12 636 
engagement to determ ine compliance engagement scopes,. track 
progress,. meet the un it object ives. 
Performs compliance working paper reviews to ensure tha t the 
compliance engagement was conducted with appropriate 53 14 742 
compliance standards. 

Prepares sens itive draft compliance reports and recommendations 
based on find ings developed from the compliance working papers 

53 4 2 12 
for each engagement. Reviews a ll draft compliance reports and 
s igns a ll fina l compliance reports. 
Reviews and approves a ll sta tus reports that sta te agencies subm it 
as part of any requ ired sta tus updates from reported compliance 25 1 25 
find ings. 
Reports to the Telework CEA on the performance sta tus of the 
compliance program and any changes that may be requ ired due to 12 1 12 
evo lving cond itions or a changing environment. 

Tota l Hours 1839 

1.0 Position Equivalent= 1,.800 hours 1.0 

Workload Justification Chart 



   

 
  

anagement Compliance I 

Posit ion Tit le : St aff Service.s M anager I (Specialist ) 

Number of Number of 

Time.s t he Ta.sk i.s Hours Needed t o 

Performed Complet e t he Tot al Number of 

Oe.scr ipt ion of Ta.sk t o be Performed Annually Task Annual Hours 

Not ify compliance review ee and explain t he compliance reviewing 26 2 52 
proce.s.s, t o arrange logi.st ics, and give advance not ice of t he review. 

Plan and cont rol t he compliance review. 26 2 52 
Review background informat ion t o be review ed and evaluat e 

26 14 364 
resource need.s. 

Perform an ent rance conference w it h each st at e agency t o begin 

t he compliance review and al so inform t he reviewee of compliance 
26 2 52 

scope and ot her pert inent informat ion about t he compliance 

proce.s.s. 

Cont act individual s and perform survey work for each program 

area.s t hat w ill be included in t he compliance review, document t he 

syst ems for underst anding, ident ify cont rol w eakne.s.ses and area.s 
26 30 780 

of non-compliance, ident ify i.s.sues t hat may influence t e.st ing, and 

det ermine t he best plan t o complet e t he compliance t e.st s in an 

efficient and effective manner. 

Perform compliance t e.st s by selecting sample.s and u.sing applic:able 

t est ing t ool.s, spread.sheet s, chart s and analysi.s met hod.s t o 26 79 2054 

det ermine compliance w it h applic:able cr it er ia. 

Conduct mult iple pre-exit and a formal final exit conference t o 

report findings or non-compliance i.s.sue.s and any not ed int ernal 26 2 52 
cont rol w eakne.s.ses over t he st at e agencies program . 

Develop written draft compliance report.s t o communic:at e 
26 4 104 

compliance findings and recommendat ions. 

Conduct review s and evaluat ions on follow -up st at u.s report.s 
6 2 12 

submitted by st at e agencies w it h reportab le findings. 

Tota l Hours 3522 

1.0 Position Equivalent = 1;800 hours 2.0 

Workload Justification Chart 



   

iate Governmental Program Analyst 

Number of Time.s Number of Hours 
the Task is Needed to 

Performed Complete the Total Number of 

Oe.scription of Ta.sk to be Performed Annually Task Annual Hours 
Coord inating, developing and presenting materia ls for Telework 
Coord inator forums(Office Hours) act ing as a po int of contact for other 
departments. 52 42 2184 
Independently ana lyzes,. implements,. and ma inta ins departmenta l po licy 
for Frequently Asked Questions (FAQS). Independently reviews content for 
d istribution and pub lish ing in order to ma inta in a current and compliant 
webs ite with Sta tewide Telework Po licy. 60 30 1800 
Collects and eva luates metrics by working with interna l programs and 
co llaborating with ETS to genera te reports for departmenta l te lework 
metrics in order to provide sta tewide te lework officer requ ired metrics for 
reporting purposes. 30 60 1800 
Collects and ana lyzes te lework agreements from Service Now for 
compliance with the OGS and sta tewide te lework po licies in order to 
determ ine if den ia ls a re appropria te and provides a copy of the denied 
agreement to OGS office of Human Resources Labor Rela tions un it to 
ensure timely and accura te notifica tion to applicable Labor 
Organizations. 24 30 720 

Provide consulta tion, d irect ion, and tools to departments by research ing 
and solving complex questions about the te lework program to ensure 
accordance with OGS and Sta tewide Telework po licies 18 40 720 

Tota l Hours 7224 

4.0 Position Equivalent= 7,.200 hours 4.0 

Workload Justification Chart 



   

 

it ion Title : IT Specialist u 

Number of Tim e.s Number of Hours 

t he Task is Needed to 
Performed Complete the Total Number of 

Oe.script ion of Ta.sk t o be Perform ed Annually Task Annual Hours 

Architect, design, deve lop, maintain imp lement and bu ild ETL 
520 1 

( ext ract, transform, and load) processes for databases 520 

Adm in ist ers the st atewide te lework techn ica l solution 12 4 48 

Performs data ana lytics and deve lops reports 12 20 240 

Conduct and facilitate ana lytics workgroups/workshops, proj ect 
4 20 

presentations and management br ief ings 80 

Coord inate with CDT and 001 to align te lework metr ics with 
12 40 

technology st rategic in itiatives and d irectives 480 

Lead collection and reporting of te lework data from st ate 

departments 
12 40 

480 
Total Hours 1848 

1.0 Position Equivalent = 1,800 hours 1 

130 State Departments* adjust ed quarter ly and maintained month ly 

Workload Justification Chart 


