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BEw

Conneeticut DOT
Commuter Services

The Office

] Office space
[J Desk

7 Chair

[ File cabinet
[} Bookease

[ Supply cabinet
[ Electrical outlets
[0 Lighting

LJ Fresh air

[ Heat/cooling
[ File storage
[ Tabletop space
[ Supply storage
[ Dust covers

[ Disk storage
[ Trash basket
[l Recycling bins

Technology

[J Business telephone

[ Business telephone line
[J Desktop computer

[ Portable computer

J Modem/board

O Modem telephone line
[ Fax machine/board

[ Fax telephone line

[0 Phone/fax/modem switch
[ Laser printer

] Surge protector/battery

Home Office Checklist

Software

[l Operating system
[ Word processing

[] Spreadsheet

[J Communication

[ Database

7 Utility

[} Contact manager
[7) Service directory
[J Equipment manuals

Work Items

[} Reference materials
[J Waorking files (paper)
[ Warking files (disk)
[J Caleulator

1 Planner/calendar
[ Telephone directory
[J Calendar

[ Work schedule

[ To-do list

[ Business cards

[ Carrying case

1 File folders

1 Product guides

[ Dictionary

[J Thesaurus

[ Presentation slides
[ Tape recorder

[*] Copy machine

[l Portable fan

Supplies

] Writing utensils
1 Writing paper
[ Printer paper
[ Envelopes

L1 Fax paper

(] Mailing labels
[J Stamps

[ Printer toner
[1 Cellophane tape
[ Paper clips

[ Scissors

[J Stapler/staples
[ Note pad

[ Disks and holder
] Rubber bands
[J City directory
[ Yellow pages

[ In-box

Support Contact #s

HR:

C;Jﬂnfa‘ﬁm{ !

Miscellaneous

U] Data security plan
[ Safety checklist
[ Smoke detector
[T Fire extinguisher
[ Flashlight

[} Radio & batteries
[l Zoning approval
[ Evacuation plan
L] Emergency #s

[ Tech Support #s
[ Office mail

Safety:

Tech:

Comm:

Supplies:

Assats:

Security:

Mgr:

Other Equipment Considerations:

How will equipment be serviced?

Where will safe backup copies be kept?

Are there surplus computers available?

Have you planned telephone options? (conferencing, call forwarding/waiting)

Do you need additional insurance?

K% 112 Telecommute Connecticut iCBIFTAFR—BLAFT7 A AF =z 7Y RXb
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ulator — Windows Internet Explorer

rcommutectcom/eval/index php/calc

=) x|

» -
ot |eTshwmm00rrmxI ”S% a Amazo.. - e AR
indows Internet Explorer
TELECOMWUTS CALL 1-800-ALL-RIDE W . R
C;}UIH'C‘I{ ut! 1:388-4255)-(7433) crmgerenses [A) indexphp/cale/process |23 E3 2§ Goce
= | gTeIecommute Connec... X | | J T:% @ fAmazo.. ? J ﬁ T 1 @ v AT
pra @ Homs » Empioyee Self sssasemant Form o= - oo T
i . Sample Cost-Benefit Analysis fo Ry SR T
Aboutils Telecommuting : Annual
f fixed (recurring) il
Employers Info A cost-benefit analysis is often a primary driver of th s =
telecommuting process, because the company war -
Gatting startea achieve cost savings over costs associated with the e e
Program Services traditional workplace setting. Most often, cost saving Deweased Sick Leave o $248 (1/115th of annual
Resources attributable to increased productivity, decreased sta salary)
needs and reduced office space requirements. To F
Employees Info gather data on the costs and direct benefits associz o
potential telecommuter, please answer the followin, 30%'“’”“‘1‘:" I S
Sathing starey questions, then click "Next” when you are ready to Reduced Parking Requiremants 50 3280 Fermen ;fp“e
Berufits amounts for individual costs and savings. iy
Resources DE.I'DDD'E'
[ . Costs )
Office Space Savings 30 53240 150 =q. 7. @ S/month
5 1 Can you determine/estimate the average salary of potentiai telet
.Request Info Yes =
i Total Direct Benefits $0 $12748

Recurring
{annual)

Indirect Benefits

Can you determing/estimate the average number of dEy's perwe
teecommuters would be working out of the office?

r
= - Deweassd Air Follution (Entsr AL T
No A . . here for complisnce
your own for compliance with Air 0 Q . . -
. . with Air Quality
Quality regulations; Iati
or — Windows Internet Explorer reguistions
nfevalfindex phpdoalecontinued j “f“ x | In?,_' Giooele - -
S ut your own num
P » o = a here for the effect of
& Telecommute Connec.. X J 9 & Amazo J - T TR 2-0TE) your new produdtivity

Annuat ‘

(recurring) $0
Decreased Sick Leave 0 2 (based on 230 work
days days/year a year) Per
telecommuter
Default: 30% reduct e with these
efault: reduction et
Reduced Parking Requirements $|U $|35l] of an assumed EETCEEEIE
$100/month parking cost
| $12748
T B A < 23
Default based on 150
) square feet @ $6/month
Cffice Space Savings $|0 $|3240 TEr e
proportionally reclaimed
Total Direct Benefits $0 $12402
. . . Recurring
Indirect Benefits Fixed (annual) Notes
Put your own number
Decreased Air Pollution |0 |[] here for compliance with
Air Quality regulations
Put your own number
Increased Competitiveness |0 IU here for the effect of your
new productivity
Total Indirect Benefits $0 $0

MF* 113 Telecommute Connecticut iIZRBIFT AT VIV —JZDOERERSITI AT A
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