TENTATIVE AGREEMENT

LETTER OF UNDERSTANDING NO. 18
RELATING TO VIRTUAL OFFICE/TELECOMMUTING

(Engineering and Technical Units)

The parties enter into this Letter of Understanding as a result of the implementation of
the Virtual Office/Telecommuting Program. Following is a summary of the general
provisions of this Program as they apply to exempt and non-exempt SPEEA-
represented employees.

Telecommuting or “Work at Home” and other aspects of the Virtual Office have proven
to be a viable work option that, when appropriately applied, benefit both the Company
and the individual. The Virtual Office provides a balance between the tasks that are the
responsibility of each individual and the requirements of each team and group.

The Virtual Office is a cooperative agreement between the manager and the employee,
not an entitlement, and is based on (1) the needs of the job assignment, work group and
the Company, and (2) the employee’s past and present levels of performance and
defined personal characteristics. Participation in the Virtual Office Program is entirely
voluntary and may be terminated by the employee, his/her manager, or the Company at
any time.

The employee’s duties, obligations, responsibilities and conditions of employment with
the Company remain unchanged. Employees remain obligated to comply with all
Company rules, policies, practices and instructions. The detailed terms and conditions
of this Program are covered in the Virtual Office Program procedure, PRO-497, which is
subject to change at the Company’s discretion. Disputes concerning the content of this
Letter of Understanding shall not be subject to the grievance and arbitration procedure
of Article 3. Nothing in this Letter waives any rights reserved in Article 2.
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