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Dear Ms. Bryant,
 
The Office of the Washington State Auditor has completed our response to your
public records request sent in via our website, as follows:
 

Please provide all investigative files for Fraud Report 1032819 (Published
on July 10, 2023) regarding the Department of Corrections.

 
We have attached all the responsive records found to fulfill your request with us, as
well as the redaction codes used.  Please let us know if you have any questions,
concerns or issues regarding this request.  We will now consider this closed.
 
Sincerely,
 
 
 

Mary Leider, CPRO
Public Records Officer, Office of the Washington State Auditor
(564) 999-0919 | www.sao.wa.gov
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Insurance Building, P.O. Box 40021  Olympia, Washington 98504-0021  (564) 999-0950  Pat.McCarthy@sao.wa.gov 



 
 



Office of the Washington State Auditor 
Pat McCarthy 



 
July 10, 2023 
 



Secretary Strange 
Department of Corrections 
Olympia, Washington 



Report on Fraud Investigation 
Attached is the official report on inappropriate activities at the Department of Corrections. On 
February 1, 2023, the Department notified the Office of the Washington State Auditor of a 
potential loss of public funds. This notification was submitted to us under the provisions of state 
law (RCW 43.09.185). 



Our investigation was performed under the authority of state law (RCW 43.09.290) and included 
procedures we considered necessary under the circumstances. 



If you are a member of the media and have questions about this report, please contact Director of 
Communications Kathleen Cooper at (564) 999-0800. Otherwise, please contact Special 
Investigations Program Manager Stephanie Sullivan at (360) 688-0858. 



 
Pat McCarthy, State Auditor 



Olympia, WA 



cc: Michelle Walker, Audit Director/Ethics Administrator 
   



 



 



 



Americans with Disabilities 



In accordance with the Americans with Disabilities Act, we will make this document available in 
alternative formats. For more information, please contact our Office at (564) 999-0950, TDD 
Relay at (800) 833-6388, or email our webmaster at webmaster@sao.wa.gov. 





mailto:webmaster@sao.wa.gov
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FRAUD INVESTIGATION REPORT 



Background and Investigation Results 
On February 1, 2023, the Department notified our Office regarding a potential loss of public funds, 
as required by state law (RCW 43.09.185). In February 2022, the Department found that a 
Corrections Mental Health Counselor working at the Washington State Penitentiary neglected to 
submit leave slips for numerous days between January 2021 and February 2022.   



The Department opened an investigation, which was completed in March 2023. The investigation 
determined a payroll overpayment totaling $8,801.26 occurred between January 16, 2021, and 
November 15, 2022. The Department’s investigation found: 



• In March 2021, the Department reassigned the Corrections Mental Health Counselor to the 
mailroom for work pending an investigation into allegations of performance concerns.  



• Between March 2021 to May 2022, the Counselor did not submit monthly timecards to 
show actual time worked or consistently submit leave slips for work absences, as required, 
resulting in inaccurate time reporting and leave balances.  



• The Department interviewed a mailroom sergeant who supervised the Counselor between 
March 2021 and October 2021. The sergeant said he was not aware that he was supposed 
to keep track of the Counselor's absences, and the Counselor did not always notify him 
when he was going to be absent. 



• The Department interviewed a second mailroom sergeant, who took over supervising the 
Counselor in November 2021. During the interview, the second mailroom sergeant said the 
Counselor would call out of work for a variety of reasons, but he was unsure to whom the 
Counselor was supposed to give his leave slips for approval. 



• The Department used leave accrual records, limited call out logs for days the Counselor 
called in sick and dates the mailroom sergeants informally noted when the Counselor was 
not at work to determine the amount of time the Counselor was overpaid. The investigation 
summarized the Department overpaid a total of 303.2 hours or $8,801.26 to the Counselor 
for time not worked when leave slips should have been reported between January 2021 and 
November 2022.  



• The Department interviewed the Counselor in March, April, and September 2022. He said 
it was his responsibility to submit leave slips, but he was unable to explain why his leave 
was not accurately recorded. In addition, he said that he believed he was no longer required 
to submit timecards once reassigned to the mailroom and that the timecard system did not 
send him the automatic email reminders to do so. 



• On April 11, 2023, the Department sent the Counselor an overpayment notice requesting 
that he repay $8,801.26 for leave taken when it was not available to him due to inaccurate 
leave balances.  
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After reviewing the Department’s investigation, we agreed that the Counselor was not submitting 
the monthly timecards or leave slips when taking leave. However, it was sometimes difficult to 
determine whether the Counselor was working or not because supervisors for the Counselor did 
not have a tracking mechanism for recording when the Counselor was not working or for 
guaranteeing leave slips or timesheets were appropriately finished and submitted. 



Control Weaknesses 
Internal controls at the Department were not adequate to safeguard public resources. The 
Department’s investigation found the following weaknesses allowed the inappropriate time 
reporting to occur: 



• The Department lacks sufficient internal controls to ensure employees are submitting 
timecards in order to support time worked and paid out by the Department. 



• There was no supervisory tracking of leave used by the Counselor or review performed to 
confirm the Counselor submitted a monthly timesheet and leave slips when not working.  



Recommendations 
We recommend the Department strengthen internal controls around timecard and leave slip 
submission. Specifically, the Department should improve training and communication with 
supervisors to ensure they are reviewing and approving timecards and leave slips in a timely and 
accurate manner. 



We also recommend the Department seek recovery of overpaid amounts, as appropriate, from the 
Corrections Mental Health Counselor. 



We will refer this case to the Washington State Executive Ethics Board for any further action it 
determines is necessary. 



Department’s Response 
The Department of Corrections (DOC) takes all matters related to fraud very seriously and 
appreciates this opportunity to review and respond to the State Auditor’s Office Fraud 
Investigation Report F-23-031. 



The Department initiated an initial investigation regarding non-performance resulting in the 
discovery of the attendance and leave slip concerns for this individual, which then led to reporting 
the suspected loss to the SAO Fraud Unit as well as a subsequent DOC investigation into 
allegations of not submitting leave slips.  During this time, we completed a review of our local 
protocol at the Washington State Penitentiary and identified the need for a centralized and 
systemic process for employees to call in providing notice of a delayed arrival at work or that they 
will be absent on that day.  In a facility the size of the Walla Walla Penitentiary, and as a result of 
the COVID pandemic fatigue and the anti-vaccine employee shortages, gaps and failures were 
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identified with our local protocol for staff to call in and for the facility to communicate, track and 
monitor those delays and absences, resulting in failures in our process.  Changes have been 
implemented to our internal controls to track and document staff calling in late or reporting absent 
to mitigate potential future risk of oversight as we move forward.    



The Department continues to review policy as well as training opportunities, compliance with 
training, and ensuring acting/temporary supervisors are required to complete training to better 
strengthen communication and our internal controls around timecard and leave slip submission.   



The employee has admitted not submitting appropriate leave slips and DOC worked with the SAO 
for approval to establish an overpayment process for DOC to deduct amounts from the employee’s 
paycheck under a voluntary repayment plan.   



• The staff member is repaying $100.00 per pay period.  The first deduction was 5/25/2023 
and the last deduction of $27.97 is estimated to occur on 10/10/2026 for a total of 
$8801.26.   



• This individual is now being considered for investigation into continued non-performance 
and under review for consideration of termination from state employment with DOC.  



Auditor’s Remarks 
We thank Department officials and personnel for their assistance and cooperation during the 
investigation. We will follow up on the Department’s internal controls during the next audit. 
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ABOUT THE STATE AUDITOR’S OFFICE 
The State Auditor’s Office is established in the Washington State Constitution and is part of the 
executive branch of state government. The State Auditor is elected by the people of Washington 
and serves four-year terms. 



We work with state agencies, local governments and the public to achieve our vision of increasing 
trust in government by helping governments work better and deliver higher value. 



In fulfilling our mission to provide citizens with independent and transparent examinations of how 
state and local governments use public funds, we hold ourselves to those same standards by 
continually improving our audit quality and operational efficiency, and by developing highly 
engaged and committed employees. 



As an agency, the State Auditor’s Office has the independence necessary to objectively perform 
audits, attestation engagements and investigations. Our work is designed to comply with 
professional standards as well as to satisfy the requirements of federal, state and local laws. The 
Office also has an extensive quality control program and undergoes regular external peer review 
to ensure our work meets the highest possible standards of accuracy, objectivity and clarity. 



Our audits look at financial information and compliance with federal, state and local laws for all 
local governments, including schools, and all state agencies, including institutions of higher 
education. In addition, we conduct performance audits and cybersecurity audits of state agencies 
and local governments, as well as state whistleblower, fraud and citizen hotline investigations. 



The results of our work are available to everyone through the more than 2,000 reports we publish 
each year on our website, www.sao.wa.gov. Additionally, we share regular news and other 
information via an email subscription service and social media channels. 



We take our role as partners in accountability seriously. The Office provides training and technical 
assistance to governments both directly and through partnerships with other governmental support 
organizations. 



Stay connected at sao.wa.gov 



• Find your audit team 
• Request public records 
• Search BARS Manuals (GAAP and 



cash), and find reporting templates 
• Learn about our training workshops  



and on-demand videos 
• Discover which governments serve you 



— enter an address on our map 
• Explore public financial data  



with the Financial Intelligence Tool 



Other ways to stay in touch 



• Main telephone:  
(564) 999-0950 



• Toll-free Citizen Hotline:  
(866) 902-3900 



• Email: 
webmaster@sao.wa.gov 





http://www.sao.wa.gov/


https://sao.wa.gov/about-audits/find-your-audit-team/


https://sao.wa.gov/about-public-records/


https://sao.wa.gov/bars-annual-filing/bars-gaap-manual/


https://sao.wa.gov/bars-annual-filing/bars-cash-manual/


https://sao.wa.gov/bars-annual-filing/bars-reporting-templates/


https://sao.wa.gov/bars-annual-filing/filing-training-and-workshops/


https://sao.wa.gov/improving-government/improvement-training-videos/


https://sao.wa.gov/reports-data/explore-governments-that-serve-you/


https://portal.sao.wa.gov/FIT/


mailto:webmaster@sao.wa.gov
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Budget.xlsx

Sheet1


			F-23-031 External Investigation Review


			Audit #:			64109


									Budget			Used			Balance


			Carol			Fieldwork			12			12			0


			Scott			Team Review			2			0			2


			Carol			Report and Exit			2			2			0


									16			14			2


			Stephanie			Team SI Review			5			5			0


						Total Used FA & SI						19


						Total Budget:						21


						Approved 2/22/23


						Remaining:						2












Communication Log _ Status Updates.xlsx

Communication Log


						Communication Log





						DOC - F-23-031


						Date			Who we met with


Bills, Scott (SAO): SAO:
Include all in-person meeting participants and all individuals on a phone conference or in e-mail correspondence.  Also, include all SAO participants.			Details


Bills, Scott (SAO): SAO:
Document discussion topics which could include:
     ~items requested but not received 
     ~budget changes 
     ~scope changes 
     ~difficulties 
     ~weaknesses 

Any other key points 


						March 15, 2023			Michelle Walker, Audit Director			Email sent to notify Michelle that we would be conducting external investigation review, notified her of audit number, case number and estimated audit cost. Set up a meeting for 3/16 to discuss any updates to the case.


						March 16, 2023			Michelle Walker, Audit Director			Met with Michelle to discuss case and any new informaton. Michelle stated DOC is eager to pursue overpayment processs/disciplinary action. Asked for more information about how they came to the dollar amount of misappropriation, if subject is still being paid, supervisors role in situation. Michelle said case has been referred to WSP, AG, and will be given to ethics board as well. Waiting our review.


						March 21, 2023			Stephanie Sullivan, SI Manager			Met with Stephanie to talk about case, possibility for DOC to begin pursuing overpayment process before we've completed our investigation. 


						March 21, 2023			Michelle Walker, Audit Director			Communicated with Michelle that DOC can pursue overpayment process, but if drafting legal restitution agreement, should use clause to keep amount "pending" our investigation results.


						March 27, 2023			Michelle Walker, Audit Director			Sent Michelle follow up qs after review of report/supporting documentation.


						March 28, 2023			Michelle Walker, Audit Director			Received Covid Protocols and email from Payroll stating subject is still getting paid, but has been submitting a number of LWOP leave requests.


						March 30, 2023			Scott Bills, AM, Michelle Walker, Audit Director, Jean Hardcastle, Agency Payroll Officer			Met to discuss overpayment process, discrepancy in overpayment amount, why DOC continues to pay the subject .


						March 30, 2023			Scott Bills, Sarah Superville and Stephanie Sullivan (SI)			Met to discuss case, reduced fraud report, restitution language to provide to client when investigation is still ongoing.


						June 12, 2023			Michelle Walker, Audit Director 			Emailed Michelle to ask to set up an exit conference.


						June 27, 2023			Michelle Walker, Juline Martin, Zainab Ghazal, Health Services Admin, Stephanie Sullivan, SI Program Manager			Exit Conference. Discussed fraud report and new developments with Counselor. Discussed process of submitting DOC response for report.
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DOC response to SAO investigation (002)


			From


			Walker, Michelle D. (DOC)


			To


			Gross, Carol (SAO)


			Cc


			Martin, Juline E. (DOC)


			Recipients


			grossc@sao.wa.gov; jemartin@DOC1.WA.GOV





     Hello~ please see my replies in the document.  Yes please go ahead and make the revisions.  Thanks so much! 
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F-23-031 Marichalar  DOC response to SAO investigation 	06/28/2023



The Department of Corrections (DOC) takes all matters related to fraud very seriously and appreciates this opportunity to review and respond to the State Auditor’s Office Fraud Investigation Report F-23-031.



The Department initiated an initial investigation regarding non-performance, during the period of October 2021 through February 2022, resulting in the discovery of the attendance and leave slip concerns for this individual, which then led to reporting the suspected loss to the SAO Fraud Unit as well as a subsequent DOC investigation into allegations of not submitting leave slips.  During this time, we completed a review of our local protocol at the Washington State Penitentiary and identified the need for a centralized and systemic process for employees to call in providing notice of a delayed arrival at work or that they will be absent on that day.  In a facility the size of the Walla Walla Penitentiary, and as a result of the COVID pandemic fatigue and the anti-vaccine employee shortages, gaps and failures were identified with our local protocol for staff to call in and for the facility to communicate, track and monitor those delays and absences, resulting in failures in our process.  Changes have been implemented to our internal controls to track and document staff calling in late or reporting absent to mitigate potential future risk of oversight as we move forward.   	Comment by Gross, Carol (SAO): Michelle - can we modify this to be the timeframe we have on the cover page - January 1, 2021 through December 31, 2022? That is the timeframe from the payroll audit Jean Hardcastle performed, which ties to the overpayment amount.	Comment by Michelle Walker: Our initial investigation was prior us finding out about the pay slips.   Changing the date per your request puts us out of alignment with our internal report.  How about we leave the whole, “during the period of Oct 2021 – Feb 22, out. ? 



The Department continues to review policy as well as training opportunities, compliance with training, and ensuring acting/temporary supervisors are required to complete training to better strengthen communication and our internal controls around timecard and leave slip submission.  



The employee has admitted not submitting appropriate leave slips and DOC worked with the Special Investigations Manager, Stephanie Sullivan, for approval to establish an overpayment process for DOC to deduct amounts from the employee’s paycheck under a voluntary repayment plan.  	Comment by Gross, Carol (SAO): Michelle - can we modify this to be DOC worked with "SAO" for approval as the overpayment process was actually approved by AD Brandi Pritchard and our AAG.	Comment by Michelle Walker [2]: I’m good with that. ~ 



· The staff member is repaying $100.00 per pay period.  The first deduction was 5/25/2023 and the last deduction of $27.97 is estimated to occur on 10/10/2026 for a total of $8801.26.  



· This individual is now being considered for investigation into continued non-performance and under review for consideration of termination from state employment with DOC. 
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F-23-031 Results


			From


			Gross, Carol (SAO)


			To


			Gross, Carol (SAO); Walker, Michelle D. (DOC); Martin, Juline E. (DOC); Walker, Michelle D. (DOC); Martin, Juline E. (DOC)


			Cc


			Ruff, Habsah B. (DOC); Ghazal, Zainab A. (DOC); Sullivan, Stephanie (SAO)


			Recipients


			grossc@sao.wa.gov; mdwalker1@DOC1.WA.GOV; jemartin@DOC1.WA.GOV; habsah.ruff@doc1.wa.gov; zainab.ghazal@doc1.wa.gov; sullivans@sao.wa.gov; mdwalker1@DOC1.WA.GOV; jemartin@DOC1.WA.GOV
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Microsoft Teams meeting 





Join on your computer, mobile app or room device 





Click here to join the meeting 





Meeting ID: 229 213 009 549 
Passcode: zR7ZMB 





Download Teams | Join on the web





Or call in (audio only) 





+1 253-372-2181,,212969907#   United States, Tacoma 





Phone Conference ID: 212 969 907# 





Find a local number | Reset PIN 





Learn More | Meeting options 





________________________________________________________________________________ 
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INVESTIGATION REPORT 



Case Number: WSP 22-750 



Name of Investigator: Michele Wood, Former Associate Superintendent 
Jessica Perva, Health Services Investigator 3  



Assigned by: Dr. Zainab Ghazal, Administrator, Health Services, Command C 



Date Opened: February 16, 2022. 
Reassigned on July 24, 2022. 



Date Investigation 
Closed: 



January     ,2023. 



Referral to Local Law 
Enforcement: 



N/A 



Name of Accused: Donicio Marichalar, Correctional Mental Health Counselor 2 (CMCH2) 



Name(s) of Choose an 
item. 



N/A 



Origin of Investigation: This investigation originated when CMHC2 Marichalar failed to submit a 
leave slip. Upon further review, it was found that leave slips were 
missing for additional days, which lead to the discovery of the 
allegations below.   



Allegations: 1. It is alleged that between approximately January 2021 through
February 15, 2022, on multiple occasions CMHC2 Donicio
Marichalar, was absent from the workplace and failed to provide
a leave request upon your return to work.



2. It is alleged that from approximately January 2021 through May
2022, CMHC2 Donicio Marichalar, failed to complete and submit
your payroll timecards.



List of Persons 
Interviewed 



Wayne Crowell, Mailroom Sergeant (Sgt.) - Witness 
Darren Chlipala, Health Service Manager (HSM) - Witness 
Dr. Eric Rainey-Gibson Psychologist 4 - Witness 
Donicio Marichalar Correctional Mental Health Counselor 2 (CMCH2) - 
Accused  
Jean Hardcastle Agnacy Payroll Officer (APO) – Subject matter expert 



List of Persons not 
Interviewed 



Sgt. Derek Dugger. No longer employed as of October 18, 2021. 



Witness Summary Darren Chlipala, Health Service Manager (HSM3) was interviewed 
on March 3, 2022, as a Witness. (Attachment 7) 



Wayne Crowell, Mailroom Sergeant (Sgt.) was interviewed on 
March 3, 2022, as a Witness. (Attachment 5) 
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Dr. Eric Rainey-Gibson Psychologist 4 was interviewed on March 7, 
2022, as a Witness. (Attachment 4) 



Donicio Marichalar Correctional Mental Health Counselor 2 (CMHC2) 
was interviewed on March 9, 2022, April 14, 2022, and September 
16, 2022, as the Accused. (Attachment 6, 14, 22) 



Jean Hardcastle Agancy Payroll Officer (APO) was interviewed on 
October 14, 2022, as the payroll subject matter expert.  



Timeline • March 29, 2021, CMHC2 Marichalar temporarily assigned to the
WSP mailroom.



• February 3, 2022, Dr. Rainey-Gibson requests information of
days missed by CMHC2 Marichalar from Sgt. Crowell.



• February 14, 2022, determination made to assign Just Cause
investigation.



• February 15 – March 25, 2022, CMHC2 Marichalar was on home
assignment. (Attachment 19)



• June 24, 2022, investigation reassigned. (Attachment 20)
Information/Evidence 
Related to Allegations 



Health Services Manager 3 (HSM3) Darren Chlipala was interviewed 
as a Witness on March 3, 2022. (Attachment 7) 



HSM3 Chlipala was interviewed as he had compiled a list of days that 
CMHC2 Marichalar called in sick or late. 



HSM3 Chlipala explained that the logs he submitted were from the 
Outpatient Clinic which is where Health Services staff are required to 
call into if they are going to be late or out sick. The yellow highlighted 
lines indicate the staff call-ins.   



When asked how supervisors know their staff have completed leave 
slips, he stated that supervisors are responsible for their direct reports, 
but it is the responsibility of the employee to make sure they complete 
their leave slips. The Washington State Penitentiary (WSP) does not 
have a tracking mechanism for ensuring leave slips are completed. He 
went on to say that there is also nothing in place to track the hours a 
person misses when they call in late. CMHC2 Marichalar does not work 
in the same building as his supervisors, so it is unknown the number of 
hours he misses or if he comes to work. (Attachments 7 & 11). 



Wayne Crowell, Mailroom Sgt, was interviewed as a Witness on 
March 3, 2022. (Attachment 5) 



Sgt. Crowell was interviewed as CMHC2 Marichalar’s supervisor during 
his reassignment to the mailroom pending an investigation. 



When asked how CMHC2 Marichalar notified him when he would not be 
to work Sgt. Crowell explained, CMHC2 Marichalar did not always notify 
him that he was going to be absent. The list of dates that CMHC2 
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Marichalar was gone is based on the days he did not pick up his tools. 
Sgt. Crowell said he did not know he was supposed to track CMHC2 
Marichalar absences, because CMHC2 Marichalar was already working 
in the Mailroom when Sgt. Crowell was awarded the bid for the 
Mailroom job, November 6, 2021. 



According to Sgt. Crowell, CMHC2 Marichalar called in for a variety of 
reasons; he had COVID; his family had COVID and sometimes the call-
ins were weather related. Sgt. Crowell was unsure as to who CMHC2 
Marichalar was supposed to turn his leave slips into. (Attachment 5). 



Dr. Eric Rainey-Gibson, Psychologist 4, was interviewed on March 
7, 2022. (Attachment 4) 



Dr. Rainey-Gibson was interviewed as CMHC2 Marichalar supervisor 
prior to CMHC2 Marichalar reassignment to the Mailroom.  



Dr. Rainey-Gibson stated he had no idea why CMHC2 Marichalar was 
absent. CMHC2 Marichalar did not call him directly but called the 
Outpatient Clinic instead.  According to Dr. Rainey-Gibson, CMHC2 
Marichalar stopped calling in sometime last October 2021.  



Dr. Rainey-Gibson admitted that there is no tracking mechanism to track 
how much time someone misses when they call in sick or to verify if they 
come in later in the day. CMHC2 Marichalar was supposed to email Dr. 
Rainey-Gibson each day when he came into work and when he left but 
he didn’t. 



According to Dr. Rainey-Gibson he did not know when CMHC2 
Marichalar was at work and when he wasn’t.  He stated he had no 
contact with CMHC2 Marichalar after March of last year, after CMHC2 
Marichalar was assigned to the Mailroom.  



When asked if he had anything else to add, Dr. Rainey-Gibson said this 
is not new behavior for CMHC2 Marichalar.  During a review of staff 
leave usage conducted in 2020 he noticed that there were times 
CMHC2 Marichalar called in but did not complete leave slips.  Dr. 
Rainey Gibson worked with HR and Payroll to get CMHC2 Marichalar 
caught up on his leave slips. In mid-2020 Dr. Rainey-Gibson issued a 
Letter of Concern to CMHC2 Marichalar regarding his attendance 
issues.  



CMHC2 Donicio Marichalar was interviewed as the Accused on 
March 9, 2022. (Attachment 6) 



CMHC2 Marichalar stated he missed a lot of time due to COVID and 
was not aware of the amount of time lost. He acknowledged it is his 
responsibility to complete leave slips and found it surprising that he did 
not turn in slips. 
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CMHC2 Marichalar said he did not believe he had to complete 
timecards once he was reassigned to the Mailroom. 



He also added that he was told to call in to the Mailroom Sgt. if he was 
not going to be to work and for his leave. (Attachment 6) 



CMHC2 Donicio Marichalar was interviewed again on April 14, 
2022. (Attachment 18) 



CMHC2 Marichalar was interviewed again to clarify some of his original 
answers and seek clarification of his understanding of the process for 
submitting leave requests as well as his understanding of the 
consequences for not submitting leave requests.  



On two occasions he was waiting to talk to the Mailroom Sgt. on how to 
fill out leave slips for Covid and how to file for L&I for Covid.  



CMHC2 Marichalar states, he knows he has been completing leave 
slips, that he would be stupid for not turning them in. At the end of the 
interview, he said he was flabbergasted that he did not complete the 
leave slips.   



CMHC2 Marichalar acknowledged he is responsible for turning in leave 
slips for time missed. He also acknowledged that failing to turn in leave 
in leave slips makes it look like he is stealing from the state. He still 
could not provide an explanation as why he did not turn in leave slips.  
CMHC2 Marichalar stated he has been completing leave slips but could 
offer no explanation as to why they were not showing in the system.  



CMHC2 Marichalar said, he was told by HSM1 Crystal Abdulwahid to 
stop calling into the Outpatient Clinic but instead call the Mailroom Sgt. 
However, during HSM1 Abdulwahid’s interview she, couldn’t recall the 
conversation. HSM1 Abdulwahid said, she would have redirected him to 
his letter which stated he needed to notify the Mailroom Sgt. 
(Attachment 17)  



CMHC2 Marichalar stated he has not been turning in timecards since he 
was reassigned to the Mailroom.  He has not received any notices from 
the timecard system for timecards not submitted. (Attachment 18) 



CMHC2 Donicio Marichalar was interviewed again on September 
15, 2022. (Attachment 21) 



Allegation 1: 



Prior to my interview with CMHC2 Marichalar, I discovered all additional 
dates had been accounted for, except the week of January 25-28, 2021, 
and February 19, 2021. Upon further review January 25-28, 2021, had 
been noted on CMHC2 Marichalar’s approved timecard as “screened 
out”. (Attachment 16 pg. 5) I asked CMHC2 Marichalar why he failed to 
submit a leave request for the 32 hours of absence that week. CMHC2 
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Marichalar explained that he’d been screened out several times 
between 2021 and 2022 for none of which he submitted an HRMS leave 
slip. CMHC2 Marichalar said, “When I returned after having COVID, I 
was never asked to submit a leave slip or claim those hours. It was my 
understanding when you get COVID and are screened out the screener 
and/or contract nurse who would contact me would then relay that 
information to HR and/or my supervisor and the time I was out would be 
accounted for.” I was able to contact WSP Mapping and gather all the 
dates CMHC2 Marichalar was screen out between January 2021 and 
August 2022. (Attachment 20) On February 19, 2021, CMHC2 
Marichalar noted on his approved timecard 1.5 hours of leave, HRMS 
shows not leave slip for that date. (Attachment 16 pg.6) I asked 
CMHC2 Marichalar if he could account for that date and the missing 
leave slip? CMHC2 Marichalar said, “I don’t recall. This was 20 months 
ago.”  



Mapped out dates:  
January 22-29, 2021 
February 1-4, 2022  
February 8-9, 2022 



Allegation 2: 



When I asked why he failed to submit timecards between March 16, 
2021 – September 15, 2022, CMHC2 Marichalar said, “I don’t know” 
“During my reassignment I wasn’t submitting timecards just leave slips.” 
CMHC2 Marichalar was reassigned to the mailroom on March 29, 2021. 
(Attachment 3) I asked CMHC2 Marichalar if he received the auto-
generated timecard reminders? CMHC2 Marichalar said, “No.” CMHC2 
Marichalar explained, recently he had been searching for his outlook 
deleted folder and found several unopened timecard reminders emails. 
CMHC2 Marichalar couldn’t recall seeing these email reminders in his 
inbox. 



Investigators note allegation 1: 



Between October 2021 - February 15, 2022, CMHC2 Marichalar was 
absent 30, eight hour shifts for a total of 240 hours.  



• The dates for those shifts are as follows; 11/5/21, 11/15/21,
11/17/21, 11/24/21, 11/30/21, 12/02/21, 12/03/21, 12/09/21,
12/14/21, 12/20/21, 12/23/21, 1/3/22, 1/5/22, 1/6/22, 1/7/22,
1/10/22, 1/12/22, 1/19/22, 1/21/22, 1/24/22, 1/25/22, 1/26/22,
1/27/22, 1/28/22, 2/1/22, 2/2/22, 2/3/22, 2/4/22, and 2/7/22.  He
was also late for work on 1/31/22 and 2/11/22 for a total of 8.3
hours. Bolded dates are confirmed mapped out dates.
(Attachment 8 & 21)



The dollar amount of missed days is $8,987.52. 
(Attachment 13) No leave slips were submitted for the time missed as 
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outlined above. (Attachment 9) Per CMHC2 Marichalar letter assigning 
him to the mailroom dated March 26, 2021, any scheduled or 
unscheduled leave was to be authorized by Dr. Rainey-Gibson. The 
Mailroom Sgt. was also to be notified of any leave. (Attachment 3) 



During this investigation, it was discovered that there are at least 7 
additional days CMHC2 Marichalar was absent and for which he did not 
turn in leave slips. The following additional dates prepared by Dr. 
Rainey-Gibson. (Attachment 11) The dates are as follows; 1/5/21, 
1/14/21, 1/20/21, 1/21/21, 2/17/21, 2/19/21, and 2/22/21. During my 
review I discovered the only non-accounted for time that shows both on 
the timecard and on the supervisors, note was 2/19/2021 for an 
uncounted time of 1.5 hours. The additional dates have corresponding 
leave slips and approved timecards reflecting the leave in question.  



• 1/5/2021 was approved in HRMS and on approved
timecard. (Attachment 10 pg.3)



• 1/14/2021 Dr. Rainey-Gibson indicates that CMHC2
Marichalar was late however, no leave was submitted for
this date and Dr. Rainey-Gibson approved the timecard in
TCS with no leave noted for 01/14/2021. (Attachment 10
pg.4)



• 1/20/2021 & 1/21/2021 is on the approved timecard and
have all been submitted in HRMS. (Attachment 10 pg.
5&6)



• 1/25/2021-1/28/2021 timecard shows 32 hours of leave.
No HRMS leave request was submitted (Timecard says
screened out).



• 2/17/2021 This date is on the handwritten note as late.
However, Dr. Rainey-Gibson Approved a timecard that
indicated no leave was used on this date and no leave has
been submitted in HRMS. (Attachment 10 pg.7)



• 2/19/2021 1.5 hours of leave on approved timecard no
HRMS submissions. when I asked CMHC2 Marichalar if
he could account for this date he replied, “I don’t know that
was 20 months ago”. (Attachment 10 pg.8)



• 2/22/2021 This date was on the handwritten note from Dr.
Rainey-Gibson. However, no leave reflection on approved
timecard and no leave request in HRMS.  (Attachment 10
pg.9)



Investigators note allegation 2: 



CMHC2 Marichalar could provide no justification for failing to submit 
timecards for the following pay periods.   



3/16/2021- No timecard submission  
4/1/2021 – No timecard submission 
4/16/2021 – No timecard submission 
5/1/2021 – No timecard submission 
5/16/2021 – No timecard submission 
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6/1/2021 – No timecard submission 
6/16/2021 – No timecard submission 
7/1/2021 – No timecard submission 
7/16/2021 – No timecard submission 
8/1/2021 – No timecard submission 
8/16/2021 – No timecard submission 
9/1/2021 – No timecard submission 
9/16/2021 – No timecard submission 
10/1/2021 – No timecard submission 
10/16/2021 – No timecard submission 
11/1/2021 – No timecard submission 
11/16/2021 – No timecard submission 
12/1/2021 – No timecard submission 
12/16/2021 – No timecard submission 
1/1/2022 – No timecard submission 
1/16/2022 – No timecard submission 
2/1/2022 – No timecard submission 
2/16/2022 – No timecard submission 
3/1/2022 – No timecard submission 
4/16/2022 – No timecard submission 
5/1/2022 – No timecard submission 



Jean Hardcastle Agency Payroll officer was interviewed on October 
14, 2022. (Attachment 25) 



APO Hardcastle was asked by the Appointing Authority and Human 
Recourses to determine if a particular set of dates had HRMS leave 
slips submission. APO Hardcastle audited CMHC2 Marichalar leave 
and created an excel spreadsheet. (Attachment 26) APO Hardcastle 
explained that several of the dates provided had been affected by paid 
leave accrual dates and possible overpayment to CMHC2 Marichalar. 
APO Hardcastle explained the accrual process “If leave is taken prior to 
the 16th of the month that’s when things can become an issue. Accrual is 
earned when you have 80 hours in pay status. So, if paid leave turns into leave 
without pay it could push his accrual out further and further.”  APO 
Hardcastle requested a separate meeting with the Appointing Authority 
to discuss the overpayment and calculate the exact amount owed. 
 Report of Retaliation: No retaliation reported. 



Attachments: 1. Investigation assignment letters
2. Investigation extension approval
3. CMHC2 Marichalar temporary assignment letter March 26, 2021
4. Dr. Eric Rainey-Gibson interview packet and related emails
5. Sgt. Wayne Crowell interview packet
6. CMHC2 Marichalar interview packet
7. HSM3 Darren Chlipala interview packet
8. Email thread reflecting work hours missed by CMHC2 Marichalar
9. Report of Leave requests for CMHC2 Marichalar March 2021-
October 2021
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10. Email thread and log of additional hours of work missed by CMHC2
Marichalar with no leave requests
11. Dates CMHC2 Marichalar was not at work by Dr. Rainey-Gibson
12. Date Sgt. Crowell was assigned to Mailroom email
13. Email confirming CMHC2 Marichalar did not fill out timecards and
CMHC2 Marichalar salary
14. CMHC2 Marichalar PDP for 3/1/19 through 3/1/2020
15. CMHC2 Marichalar PDP for 3/1/20 through 3/1/2021
16. Timecards
17. Email regarding directions for reporting absences
18. CMHC2 Marichalar second interview packet
19. Home assignement
20. WSP/DOTS mapping dates
21. CMHC2 Marichalar third interview packet
22. HRMS leave slips
23. Late timecard reminder email
24. Time Card System Employee User Guide
25. APO Jean Hardcastle interview packet
26. Leave audit spreadsheet



The contents of this document may be eligible for public disclosure.  Social Security Numbers are considered confidential information and 
will be redacted in the event of such a request.  This form is governed by Executive Order 00-03, RCW 42.56, and RCW 40.14. 



Case:  WSP22-750 
Revision date:  9-26-2022 
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INTERVIEW ACKNOWLEDGMENT 
Case ID number:  22-750  Date of interview:  10/14/2022  
 
Interviewee:  Jean Hardcastle  Title:  Agency Payroll Officer   Appointing Authority: Jeannie Miller 
(Include title or DOC # and housing assignment, as applicable) 



 
As an interviewee, I have been informed of the circumstances under which the Department of 
Corrections releases information.  By signing this form, I acknowledge that I have been informed that 
the information I provide, including my identity, may be subject to release by the Department pursuant 
to applicable collective bargaining agreements, RCW 42.56 (Public Records Act), court order, 
subpoena, and/or other legal authority. 
The Department prohibits retaliation against any person because of their involvement in the reporting 
or investigation of a complaint.  The Department will treat retaliation as a separate offense subject to 
administrative investigation, discipline, and/or corrective action.  Any concerns regarding retaliation 
are to be reported to the Appointing Authority. 
Individual who is under the Department’s jurisdiction 



 I understand that this is an active and ongoing investigation.  In order to protect the integrity of the 
investigation, I understand that discussion of any related information is to be limited only to 
persons who have a need to know. 



Employee/Contract Staff/Volunteer  
 I have been advised this interview is for internal administrative purposes only. I understand that 
refusing to cooperate with the investigation may result in me being disciplined for insubordination, 
up to and including termination of employment/volunteer service or the termination of my contract.  
I acknowledge that I am required to fully and honestly answer all relevant and material questions.   



 I have been further advised that this is an active and ongoing investigation and that I may not 
discuss it with anyone in the workplace except the Appointing Authority or a Human Resources 
employee, union representative, legal counsel, or person with whom I have a legally privileged 
relationship.  I also have been advised that I am to refrain from discussing the issues in this 
investigation with anyone who may be a witness, to avoid jeopardizing the integrity of the 
investigation. 



 I understand that information related to allegations/incidents of sexual misconduct will only be 
disclosed to staff when necessary for related treatment, investigation, and other security and 
management decisions.  Breaches of confidentiality may be subject to corrective/disciplinary 
action. 



Interview of accused (If required, check appropriate box) 
  I understand that I am being compelled to answer questions related to conduct that might be 
criminal. I understand that refusing to cooperate with the investigation may result in me being 
disciplined for insubordination, up to and including termination of employment/volunteer service or 
the termination of my contract.  I acknowledge that I am required to fully and honestly answer all 
relevant and material questions.  If criminal charges are pending, or may be filed against me 
related to the conduct being investigated, I understand that statements I make in this investigation 
cannot be used against me in a criminal proceeding pursuant to Garrity v. New Jersey. 
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Other (members of the public) 
 My participation/attendance in this interview is voluntary.  I have been advised that a witness of 
my choosing can accompany me during the interview at my request.  Based on this information, I 
consent to participate in this interview.   



 



  10/14/2022 
Interviewee signature Date 
 
 
Jessica Perva     10/14/2022  
Investigator name Signature Date 
The contents of this document may be eligible for public disclosure.  Social Security Numbers are considered confidential information and 
will be redacted in the event of such a request.  This form is governed by Executive Order 16-01, RCW 42.56, and RCW 40.14.  Upon 
completion, the data classification category may change. 
Distribution: ORIGINAL - Final Investigation Report 











INTERVIEW SUMMARY 
 



Case Number: 22-750 
Interviewee Name: Jean Hardcastle, Agency Payroll Officer  
Investigator Name: Jessica Perva, Investigator 3  
Interview Date: 10/14/2022 
Interview Location: Teams  
 
 
Have you reviewed the interview acknowledgement form? Yes  
 
Do you have any questions about it? No  
 
How long have you worked for the department? 19 years  
 
What position do you hold? Agency payroll officer. 
 
How did you become involved in the audit for Donicio Marichalar?  I was asked to determine if a 
particular set of dates had HRMS leave submission. I decided to put the spreadsheet together because the 
number of discrepancies with Donicio’s leave.  
 
Can you walk me through your spreadsheet? The dates within spreadsheet is what was provided to me 
by HRC Lisa Morrow as well as the dates discovered in HRMS. There’s a second tab within the 
spreadsheet that has screenshots of what was in TCS. I discovered that some timecards had been approved 
some had only been created and some hadn’t been started. I added notes on each of the dates I noticed had 
discrepancies.  
 
They ultimately had wanted to know the effect on pay. However, I couldn’t provide the exact number as 
some of the leave will have a pay consequence because Donicio seemingly used more leave that what was 
available to him. There were still decisions to be made on the leave that was approved on the timecard yet 
wasn’t submitted in HRMS. I can’t provide an amount until I get answers on each date that was provided.  
 
What answers are you looking for? Whether or not he will be charged that leave or not. If you need a 
monetary value, I can provide that I just need solid answers for each day.  
 
Can you walk me through the accrual process? Yes. Part of the issue with this is if Donicio goes below 
80 hours of pay status in a month, then he won’t get his accrual. So, staff do not receive accrual until they 
have 80 hours of pay status let’s say the system right now doesn’t know Donicio has leave without pay 
so, he got his accrual on the 16th and uses it on the 17th.  But we found out he used two days of leave 
without pay prior to the 15th so that’s going to bump his accrual out to the 18th and now he’s leave without 
pay on the 17th so that bumps his accrual to the 19th. This has a chronological effect of when he gets his 
accrual. So, until I have answers on the dates, I can’t give anything solid without knowing very 
specifically what is happening with the reported dates.  
 
If leave is taken prior to the 16th of the month that’s when things can become an issue. Accrual is earned 
when you have 80 hours in pay status. So, if paid leave turns into leave without pay it could push his 
accrual out further and further.  
 











Does the accrual time affect the final number? Absolutely.  I really should say it depends on the 
circumstance outline above. 
 
Is there anything you’d like to add? I’m assuming that the AA will require Donicio to submit leave for 
some of these dates however any that do become leave without pay will be an over payment. We will then 
have to send an over payment letter unless the AA wanted to go a different route.  Once the final 
number’s been decided we will follow the over payment process unless directed otherwise.  
 
Would the repayment be out of pocket? Yes, because he was paid the time already that he didn’t have.  
 
I attest the above statements are true and accurate to the best of my knowledge. 
 



Interviewee Signature: _____ ____ Date: 10/18/2022 











From: Hardcastle, Jean O. (DOC)
To: Perva, Jessica L. (DOC); Morrow, Lisa M. (DOC); Ghazal, Zainab A. (DOC)
Subject: FW: Marichalar
Date: Tuesday, January 24, 2023 4:44:45 PM
Attachments: Leave Changes Log - 776382.xlsx



Marichalar Leave Audit 2021 - May 2022.xlsx
Importance: High



Please see Julia’s notes below.  As of right now the gross overpayment is a total of $8,987.52.  That
overpayment has been offset in the system and nothing has been collected.  We will await further
instruction regrading collection.
 
 
Thank you for being so patient.  November though the first pay period in February is our absolute
busiest time of year.
 
Thank you and please let us know if you have any additional questions.



 
Jean Hardcastle
Department of Corrections - Agency Payroll Officer
Phone (360) 890-0304
Fax (360) 586-6006
Mail Stop 41145
 
CONFIDENTIALITY NOTICE:
This message (including any attachments) may contain confidential, proprietary, privileged and/or private
information. The information is intended to be for the use of the individual or entity designated above. If you are
not the intended recipient of this message, please notify the sender immediately, and delete the message and any
attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an
individual or entity other than the intended recipient is prohibited.
 



From: Little, Julia L. (DOC) <julia.little@doc1.wa.gov> 
Sent: Tuesday, January 24, 2023 4:34 PM
To: Hardcastle, Jean O. (DOC) <johardcastle@DOC1.WA.GOV>
Cc: Henderson, Alysha M. (DOC) <alysha.henderson@DOC1.WA.GOV>
Subject: RE: Marichalar
 
Hi Jean,
 
Got everything keyed and have the overpayment amount. The overpayment is a total of
$8,987.52.
 
I have attached a spreadsheet of the changes I made and also attached your original leave
tracking spreadsheet where I added my notes to your notes.
 
I have keyed all of the 3231 offsets until we have further instruction on how to proceed from
here. Let me know if you need any additional information.











 
Thank you!
 
 
Best Regards,
 



JULIA LITTLE
WA Department of Corrections
Fiscal Analyst 4 – Payroll Supervisor & Overpayment Lead
Hours: 8:00am – 4:30pm Mon. – Fri.
Office phone: (360) 485-1459
MS: 41145
 
 
 
 
 



From: Hardcastle, Jean O. (DOC) <johardcastle@DOC1.WA.GOV> 
Sent: Friday, January 20, 2023 4:54 PM
To: Little, Julia L. (DOC) <julia.little@doc1.wa.gov>
Subject: Marichalar
 
I will come see you and go over it with you.
 



 
Jean Hardcastle
Department of Corrections - Agency Payroll Officer
Phone (360) 890-0304
Fax (360) 586-6006
Mail Stop 41145
 
CONFIDENTIALITY NOTICE:
This message (including any attachments) may contain confidential, proprietary, privileged and/or private
information. The information is intended to be for the use of the individual or entity designated above. If you are
not the intended recipient of this message, please notify the sender immediately, and delete the message and any
attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an
individual or entity other than the intended recipient is prohibited.
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INVESTIGATION REPORT 
 



Case Number: WSP 22-750 



Name of Investigator: Michele Wood, Former Associate Superintendent 
Jessica Perva, Health Services Investigator 3 



Assigned by: Dr. Zainab Ghazal, Administrator, Health Services, Command C 



Date Opened: February 16, 2022. 
Reassigned on July 24, 2022. 



Date Investigation 
Closed: 



March ,2023. 



Referral to Local Law 
Enforcement: 



N/A 



Name of Accused: Donicio Marichalar, Correctional Mental Health Counselor 2 (CMCH2) 



Name(s) of Choose an 
item. 



N/A 



Origin of Investigation: This investigation originated when CMHC2 Marichalar failed to submit a 
leave slip. Upon further review, it was found that leave slips were 
missing for additional days, which lead to the discovery of the 
allegations below. 



Allegations: 1. It is alleged that between approximately January 2021 through 
February 15, 2022, on multiple occasions CMHC2 Donicio 
Marichalar, was absent from the workplace and failed to provide 
a leave request upon return to work. 



 
2. It is alleged that from approximately January 2021 through May 



2022, CMHC2 Donicio Marichalar, failed to complete and submit 
payroll timecards. 



List of Persons 
Interviewed 



 



Wayne Crowell, Mailroom Sergeant (Sgt.) – Witness 
 
Darren Chlipala, Former Health Service Manager (HSM) & current 
Health Services Administrator (HSA) - Witness  
 
Dr. Eric Rainey-Gibson Psychologist 4 – Witness 
 
Donicio Marichalar Correctional Mental Health Counselor 2 (CMCH2) – 
Accused 
 
Jean Hardcastle Agency Payroll Officer (APO) – Subject matter expert 



List of Persons not 
Interviewed 



Sgt. Derek Dugger. No longer employed as of October 18, 2021. 



Commented [GC(1]: Second version of the report 
received 3/23/23 from Michelle Walker, Audit Director. 
Report is the same as original, except for "Date 
investigation closed" is updated to March, and one 
additional attachment, #27, was added. 
 
See B.1.4 for original attachments, and B.1.10 for 
attachment #27. 
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Witness Summary 
 



Darren Chlipala, Former Health Service Manager (HSM) & 
current Health Services Administrator was interviewed on March 
3, 2022, as a Witness. (Attachment 7) 



 
Wayne Crowell, Mailroom Sergeant (Sgt.) was interviewed on 
March 3, 2022, as a Witness. (Attachment 5) 



 Dr. Eric Rainey-Gibson Psychologist 4 was interviewed on March 7, 
2022, as a Witness. (Attachment 4) 



 
Donicio Marichalar Correctional Mental Health Counselor 2 (CMHC2) 
was interviewed on March 9, 2022, April 14, 2022, and September 
16, 2022, as the Accused. (Attachment 6, 14, 22) 



 
Jean Hardcastle Agency Payroll Officer (APO) was interviewed on 
October 14, 2022, as the payroll subject matter expert. 



Timeline • March 29, 2021, CMHC2 Marichalar temporarily assigned to the 
WSP mailroom. 



• February 3, 2022, Dr. Rainey-Gibson requests information of 
days missed by CMHC2 Marichalar from Sgt. Crowell. 



• February 14, 2022, determination made to assign Just Cause 
investigation. 



• February 15 – March 25, 2022, CMHC2 Marichalar was on home 
assignment. (Attachment 19) 



• June 24, 2022, investigation reassigned. (Attachment 20) 
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Information/Evidence 
Related to Allegations 



 



Darren Chlipala, Former Health Service Manager (HSM) & 
current Health Services Administrator was interviewed as a 
Witness on March 3, 2022. (Attachment 7) 



 
HSM3 Chlipala was interviewed as he had compiled a list of days that 
CMHC2 Marichalar called in sick or late. 



 
HSM3 Chlipala explained that the logs he submitted were from the 
Outpatient Clinic which is where Health Services staff are required to 
call into if they are going to be late or out sick. The yellow highlighted 
lines indicate the staff call-ins. 



When asked how supervisors know their staff have completed leave 
slips, he stated that supervisors are responsible for their direct reports, 
but it is the responsibility of the employee to make sure they complete 
their leave slips. The Washington State Penitentiary (WSP) does not 
have a tracking mechanism for ensuring leave slips are completed. He 
went on to say that there is also nothing in place to track the hours a 
person misses when they call in late. CMHC2 Marichalar does not work 
in the same building as his supervisors, so it is unknown the number of 
hours he misses or if he comes to work. (Attachments 7 & 11). 



 
 
Wayne Crowell, Mailroom Sgt, was interviewed as a Witness on 
March 3, 2022. (Attachment 5) 



Sgt. Crowell was interviewed as CMHC2 Marichalar’s supervisor during 
his reassignment to the mailroom pending an investigation. 



When asked how CMHC2 Marichalar notified him when he would not be 
to work Sgt. Crowell explained, CMHC2 Marichalar did not always notify 
him that he was going to be absent. The list of dates that CMHC2 
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 Marichalar was gone is based on the days he did not pick up his tools. 
Sgt. Crowell said he did not know he was supposed to track CMHC2 
Marichalar absences, because CMHC2 Marichalar was already working 
in the Mailroom when Sgt. Crowell was awarded the bid for the 
Mailroom job, November 6, 2021. 



According to Sgt. Crowell, CMHC2 Marichalar called in for a variety of 
reasons; he had COVID; his family had COVID and sometimes the call- 
ins were weather related. Sgt. Crowell was unsure as to who CMHC2 
Marichalar was supposed to turn his leave slips into. (Attachment 5). 



Dr. Eric Rainey-Gibson, Psychologist 4, was interviewed on March 
7, 2022. (Attachment 4) 



Dr. Rainey-Gibson was interviewed as CMHC2 Marichalar supervisor 
prior to CMHC2 Marichalar reassignment to the Mailroom. 



Dr. Rainey-Gibson stated he had no idea why CMHC2 Marichalar was 
absent. CMHC2 Marichalar did not call him directly but called the 
Outpatient Clinic instead. According to Dr. Rainey-Gibson, CMHC2 
Marichalar stopped calling in sometime last October 2021. 



Dr. Rainey-Gibson admitted that there is no tracking mechanism to track 
how much time someone misses when they call in sick or to verify if they 
come in later in the day. CMHC2 Marichalar was supposed to email Dr. 
Rainey-Gibson each day when he came into work and when he left but 
he didn’t. 



According to Dr. Rainey-Gibson he did not know when CMHC2 
Marichalar was at work and when he wasn’t. He stated he had no 
contact with CMHC2 Marichalar after March of last year, after CMHC2 
Marichalar was assigned to the Mailroom. 



When asked if he had anything else to add, Dr. Rainey-Gibson said this 
is not new behavior for CMHC2 Marichalar. During a review of staff 
leave usage conducted in 2020 he noticed that there were times 
CMHC2 Marichalar called in but did not complete leave slips. Dr. 
Rainey Gibson worked with HR and Payroll to get CMHC2 Marichalar 
caught up on his leave slips. In mid-2020 Dr. Rainey-Gibson issued a 
Letter of Concern to CMHC2 Marichalar regarding his attendance 
issues. 



CMHC2 Donicio Marichalar was interviewed as the Accused on 
March 9, 2022. (Attachment 6) 



CMHC2 Marichalar stated he missed a lot of time due to COVID and 
was not aware of the amount of time lost. He acknowledged it is his 
responsibility to complete leave slips and found it surprising that he did 
not turn in slips. 
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 CMHC2 Marichalar said he did not believe he had to complete 
timecards once he was reassigned to the Mailroom. 



He also added that he was told to call in to the Mailroom Sgt. if he was 
not going to be to work and for his leave. (Attachment 6) 



 
 
CMHC2 Donicio Marichalar was interviewed again on April 14, 
2022. (Attachment 18) 



CMHC2 Marichalar was interviewed again to clarify some of his original 
answers and seek clarification of his understanding of the process for 
submitting leave requests as well as his understanding of the 
consequences for not submitting leave requests. 



On two occasions he was waiting to talk to the Mailroom Sgt. on how to 
fill out leave slips for Covid and how to file for L&I for Covid. 



CMHC2 Marichalar states, he knows he has been completing leave 
slips, that he would be stupid for not turning them in. At the end of the 
interview, he said he was flabbergasted that he did not complete the 
leave slips. 



CMHC2 Marichalar acknowledged he is responsible for turning in leave 
slips for time missed. He also acknowledged that failing to turn in leave 
slips makes it look like he is stealing from the state. He still could not 
provide an explanation as why he did not turn in leave slips. CMHC2 
Marichalar stated he has been completing leave slips but could offer no 
explanation as to why they were not showing in the system. 



CMHC2 Marichalar said, he was told by HSM1 Crystal Abdulwahid to 
stop calling into the Outpatient Clinic but instead call the Mailroom Sgt. 
However, during HSM1 Abdulwahid’ s interview she, couldn’t recall the 
conversation. HSM1 Abdulwahid said, she would have redirected him to 
his letter which stated he needed to notify the Mailroom Sgt. 
(Attachment 17) 



CMHC2 Marichalar stated he has not been turning in timecards since he 
was reassigned to the Mailroom. He has not received any notices from 
the timecard system for timecards not submitted. (Attachment 18) 



CMHC2 Donicio Marichalar was interviewed again on September 
15, 2022. (Attachment 21) 



Allegation 1: 
 
Prior to my interview with CMHC2 Marichalar, I discovered all additional 
dates had been accounted for, except the week of January 25-28, 2021, 
and February 19, 2021. Upon further review January 25-28, 2021, had 
been noted on CMHC2 Marichalar’s approved timecard as “screened 
out”. (Attachment 16 pg. 5) I asked CMHC2 Marichalar why he failed to 
submit a leave request for the 32 hours of absence that week. CMHC2 
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 Marichalar explained that he’d been screened out several times 
between 2021 and 2022 for none of which he submitted an HRMS leave 
slip. CMHC2 Marichalar said, “When I returned after having COVID, I 
was never asked to submit a leave slip or claim those hours. It was my 
understanding when you get COVID and are screened out the screener 
and/or contract nurse who would contact me would then relay that 
information to HR and/or my supervisor and the time I was out would be 
accounted for.” I was able to contact WSP Mapping and gather all the 
dates CMHC2 Marichalar was screen out between January 2021 and 
August 2022. (Attachment 20) On February 19, 2021, CMHC2 
Marichalar noted on his approved timecard 1.5 hours of leave, HRMS 
shows not leave slip for that date. (Attachment 16 pg.6) I asked 
CMHC2 Marichalar if he could account for that date and the missing 
leave slip? CMHC2 Marichalar said, “I don’t recall. This was 20 months 
ago.” 



Mapped out dates: 
January 22-29, 2021 
February 1-4, 2022 
February 8-9, 2022 



 
Allegation 2: 



 
When I asked why he failed to submit timecards between March 16, 
2021 – September 15, 2022, CMHC2 Marichalar said, “I don’t know” 
“During my reassignment I wasn’t submitting timecards just leave slips.” 
CMHC2 Marichalar was reassigned to the mailroom on March 29, 2021. 
(Attachment 3) I asked CMHC2 Marichalar if he received the auto- 
generated timecard reminders? CMHC2 Marichalar said, “No.” CMHC2 
Marichalar explained, recently he had been searching for his outlook 
deleted folder and found several unopened timecard reminders emails. 
CMHC2 Marichalar couldn’t recall seeing these email reminders in his 
inbox. 



 
Investigators note allegation 1: 



 
Between October 2021 - February 15, 2022, CMHC2 Marichalar was 
absent 30, eight-hour shifts for a total of 240 hours. 



• The dates for those shifts are as follows; 11/5/21, 11/15/21, 
11/17/21, 11/24/21, 11/30/21, 12/02/21, 12/03/21, 12/09/21, 
12/14/21, 12/20/21, 12/23/21, 1/3/22, 1/5/22, 1/6/22, 1/7/22, 
1/10/22, 1/12/22, 1/19/22, 1/21/22, 1/24/22, 1/25/22, 1/26/22, 
1/27/22, 1/28/22, 2/1/22, 2/2/22, 2/3/22, 2/4/22, and 2/7/22. He 
was also late for work on 1/31/22 and 2/11/22 for a total of 8.3 
hours. Bolded dates are confirmed mapped out dates. 
(Attachment 8 & 21) 



 
The dollar amount of missed days is $8,987.52. 
(Attachment 13) No leave slips were submitted for the time missed as 
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 outlined above. (Attachment 9) Per CMHC2 Marichalar letter assigning 
him to the mailroom dated March 26, 2021, any scheduled or 
unscheduled leave was to be authorized by Dr. Rainey-Gibson. The 
Mailroom Sgt. was also to be notified of any leave. (Attachment 3) 



 
During this investigation, it was discovered that there are at least 7 
additional days CMHC2 Marichalar was absent and for which he did not 
turn in leave slips. The following additional dates prepared by Dr. 
Rainey-Gibson. (Attachment 11) The dates are as follows; 1/5/21, 
1/14/21, 1/20/21, 1/21/21, 2/17/21, 2/19/21, and 2/22/21. During my 
review I discovered the only non-accounted for time that shows both on 
the timecard and on the supervisors, note was 2/19/2021 for an 
uncounted time of 1.5 hours. The additional dates have corresponding 
leave slips and approved timecards reflecting the leave in question. 



 
• 1/5/2021 was approved in HRMS and on approved 



timecard. (Attachment 10 pg.3) 
• 1/14/2021 Dr. Rainey-Gibson indicates that CMHC2 



Marichalar was late however, no leave was submitted for 
this date and Dr. Rainey-Gibson approved the timecard in 
TCS with no leave noted for 01/14/2021. (Attachment 10 
pg.4) 



• 1/20/2021 & 1/21/2021 is on the approved timecard and 
have all been submitted in HRMS. (Attachment 10 pg. 
5&6) 



• 1/25/2021-1/28/2021 timecard shows 32 hours of leave. 
No HRMS leave request was submitted (Timecard says 
screened out). 



• 2/17/2021 This date is on the handwritten note as late. 
However, Dr. Rainey-Gibson Approved a timecard that 
indicated no leave was used on this date and no leave has 
been submitted in HRMS. (Attachment 10 pg.7) 



• 2/19/2021 1.5 hours of leave on approved timecard no 
HRMS submissions. when I asked CMHC2 Marichalar if 
he could account for this date he replied, “I don’t know that 
was 20 months ago”. (Attachment 10 pg.8) 



• 2/22/2021 This date was on the handwritten note from Dr. 
Rainey-Gibson. However, no leave reflection on approved 
timecard and no leave request in HRMS. (Attachment 10 
pg.9) 



Investigators note allegation 2: 



CMHC2 Marichalar could provide no justification for failing to submit 
timecards for the following pay periods. 



3/16/2021- No timecard submission 
4/1/2021 – No timecard submission 
4/16/2021 – No timecard submission 
5/1/2021 – No timecard submission 
5/16/2021 – No timecard submission 
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6/1/2021 – No timecard submission 
6/16/2021 – No timecard submission 
7/1/2021 – No timecard submission 
7/16/2021 – No timecard submission 
8/1/2021 – No timecard submission 
8/16/2021 – No timecard submission 
9/1/2021 – No timecard submission 
9/16/2021 – No timecard submission 
10/1/2021 – No timecard submission 
10/16/2021 – No timecard submission 
11/1/2021 – No timecard submission 
11/16/2021 – No timecard submission 
12/1/2021 – No timecard submission 
12/16/2021 – No timecard submission 
1/1/2022 – No timecard submission 
1/16/2022 – No timecard submission 
2/1/2022 – No timecard submission 
2/16/2022 – No timecard submission 
3/1/2022 – No timecard submission 
4/16/2022 – No timecard submission 
5/1/2022 – No timecard submission 



 
Jean Hardcastle Agency Payroll officer was interviewed on October 
14, 2022. (Attachment 25) 



 
APO Hardcastle was asked by the Appointing Authority and Human 
Resources to determine if a particular set of dates had HRMS leave 
slips submission. APO Hardcastle audited CMHC2 Marichalar leave 
and created an excel spreadsheet. (Attachment 26) APO Hardcastle 
explained that several of the dates provided had been affected by paid 
leave accrual dates and possible overpayment to CMHC2 Marichalar. 
APO Hardcastle explained the accrual process “If leave is taken prior to 
the 16th of the month that’s when things can become an issue. Accrual is 
earned when you have 80 hours in pay status. So, if paid leave turns into leave 
without pay it could push his accrual out further and further.” APO 
Hardcastle requested a separate meeting with the Appointing Authority 
to discuss the overpayment and calculate the exact amount owed. 



Report of Retaliation: No retaliation reported. 



Attachments: 
 
 
 
 
 



 



1. Investigation assignment letters 
2. Investigation extension approval 
3. CMHC2 Marichalar temporary assignment letter March 26, 2021 
4. Dr. Eric Rainey-Gibson interview packet and related emails 
5. Sgt. Wayne Crowell interview packet 
6. CMHC2 Marichalar interview packet 
7. Former HSM3 & current HSA Darren Chlipala interview packet 
8. Email thread reflecting work hours missed by CMHC2 Marichalar 
9. Report of Leave requests for CMHC2 Marichalar March 2021- 
October 2021 
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 10. Email thread and log of additional hours of work missed by CMHC2 
Marichalar with no leave requests 
11. Dates CMHC2 Marichalar was not at work by Dr. Rainey-Gibson 
12. Date Sgt. Crowell was assigned to Mailroom email 
13. Email confirming CMHC2 Marichalar did not fill out timecards and 
CMHC2 Marichalar salary 
14. CMHC2 Marichalar PDP for 3/1/19 through 3/1/2020 
15. CMHC2 Marichalar PDP for 3/1/20 through 3/1/2021 
16. Timecards 
17. Email regarding directions for reporting absences 
18. CMHC2 Marichalar second interview packet 
19. Home assignment 
20. WSP/DOTS mapping dates 
21. CMHC2 Marichalar third interview packet 
22. HRMS leave slips 
23. Late timecard reminder email 
24. Timecard System Employee User Guide 
25. APO Jean Hardcastle interview packet 
26. Leave audit spreadsheet 
27. COVID leave protocol 



 



The contents of this document may be eligible for public disclosure. Social Security Numbers are considered confidential information and 
will be redacted in the event of such a request. This form is governed by Executive Order 00-03, RCW 42.56, and RCW 40.14. 



 
Case: WSP22-750 
Revision date: 9-26-2022 



Commented [GC(2]: Addition to original investigation 
report. 
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Washington State Auditor’s Office 
Fraud External Investigation Review Checklist 



 
 



Fraud Case Number F-23-031 



Client Department of Corrections 



Fraud Specialist Carol Gross 



Date Completed Investigation Review 3/30/23 



 
Objective: 
 
Audit Policy 1410 may allow all or a portion of an investigation to be performed by a client, law enforcement 
agency (LEA) or other third party.  In such cases, fraud investigators will review this work using the external 
fraud review checklist to determine if the investigative methods and conclusion can be relied on or if additional 
procedures are needed. 
 
Investigators will contact Team Special Investigations, if you have questions or concerns during your review. 
 



Summary of Notification of Suspected Loss 



1  
When was our Office notified of the suspected 
loss?  If we identified the suspected loss, when 
and how?   



On 02/01/23, DOC Audit Director, Michelle Walker, 
submitted the loss notification to our Office. 



2  



If there is assigned responsibility (Full Name, 
Position title)?  
If so, does the subject of the investigation have 
access to other accounting and financial 
systems?  If yes, describe. 



Donicio Marichalar, Correctional Mental Health Counselor 2 
(CMCH2) 
The subject does not have access to accounting or financial 
systems.  



3  



What is the employment status of the subject? 
Add key date information. 



The subject is still employed and is still being paid, as of 
3/30/23. He was reassigned to the mailroom on March 29, 
2021 and his current job title is Office Assistant 3 HS WSP. 
In both his former and current positions, he was governed by 
the Teamsters union CBA - Teamsters Local Union 117 - 
DOC ONLY (2021-23) | Office of Financial 
Management (wa.gov) 



Investigator information 



4  



Who conducted the investigation?  Full Name, 
Title 



Michele Wood, Former Associate Superintendent (assigned 
to the case on February 16, 2022). 
Jessica Perva, Health Services Investigator 3 (reassigned to 
the case on June 24, 2022). 



5  
In your judgment, is the individual investigating 
able to conduct an objective investigation?  If 
no, describe. 



Yes. Neither of the investigators worked directly with the 
subject.  



6  



Does the individual have the experience and/or 
knowledge necessary to conduct the 
investigation?  If no, describe. 



Yes. Both investigators have experience conducting 
investigations and were provided clear expectations 
regarding the assignment, the allegations and expected 
timeframe for completion. Investigators were provided 
standardized DOC investigation workpaper templates to 





https://ofm.wa.gov/state-human-resources/labor-relations/collective-bargaining-agreements/teamsters-local-union-117-doc-only-2021-23


https://ofm.wa.gov/state-human-resources/labor-relations/collective-bargaining-agreements/teamsters-local-union-117-doc-only-2021-23


https://ofm.wa.gov/state-human-resources/labor-relations/collective-bargaining-agreements/teamsters-local-union-117-doc-only-2021-23
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utilize such as the “Interview Acknowledgment” form, 
“Investigation Report” templates and “Interview Summary” 
templates. 



7  
Has our Office had any prior concerns working 
with the individual investigating?  If yes, 
describe. 



No. 



8  Has the investigation been reviewed by the 
client? 



Yes.  



Scope, Methodology, and Evidence 



9  



What was the scope (timeframe) and 
methodology of the investigation?   Please 
describe approach, records reviewed, etc. 



There were two main allegations with two timeframes: 
1. It is alleged that between approximately January 



2021 through February 15, 2022, on multiple 
occasions CMHC2 Donicio Marichalar, was absent 
from the workplace and failed to provide a leave 
request upon his return to work.  



2. It is alleged that from approximately January 2021 
through May 2022, CMHC2 Donicio Marichalar, 
failed to complete and submit his payroll timecards. 



 
To investigate these allegations, investigators: 



• conducted interviews with pertinent staff 
• reviewed the subject’s timecards, HRMS leave slips, 



leave balances and reported absences from the 
subject’s supervisors during the investigation period 



• reviewed the subject’s PDPs which described his 
performance issues related to attendance and 
timecard submission 



• reviewed standard email communications that are 
automatically sent to staff to remind them to submit 
timecards  



• reviewed the Time Card System Employee User 
Guide 



• reviewed a leave audit conducted by Agency Payroll 
Officer, Jean Hardcastle. See details in question 10 
of the leave audit performed by Payroll. 



10  



Describe analytical procedures performed by 
the investigator including the time frame used. 



APO Jean Hardcastle and HRC Lisa Morrow conducted a 
leave audit to verify discrepancies between leave in HRMS 
and what was submitted on the subject’s timecards (or leave 
that was taken, but not submitted at all if the timecard was 
not submitted). The audit, for January 1, 2021 through 



December 31, 2022 see here: [ ], shows the 
leave the subject submitted and was paid for, any instances 
where the paid leave had to be adjusted in HRMS to leave 
without pay due the fact that the subject did not submit a 
leave slip, or did not actually have enough leave accrued to 
claim. This is due to the accrual process. As explained in the 
interview conducted with Jean Hardcastle on 10/14/22, Jean 
stated that “Part of the issue with this is if Donicio goes 
below 80 hours of pay status in a month, then he won’t get 
his accrual…let’s say the system right now doesn’t know 
Donicio has leave without pay 
so, he got his accrual on the 16th and uses it on the 17th. 
But we found out he used two days of leave without pay prior 
to the 15th so that’s going to bump his accrual out to the 
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18th and now he’s leave without pay on the 17th so that 
bumps his accrual to the 19th. This has a chronological 
effect of when he gets his accrual.” 
 



The changes to leave are summarized here: [ ]. 
The timeframe for the changes to leave summary is January 
5, 2021 through January 9, 2023. 



11  



Were tests of transactions conducted using the 
lowest possible original source documents? 
Describe the records. 



Yes. The subject’s timecards were reviewed, as well as 
leave submitted through myportal and recorded in HRMS. 
They also reviewed call out logs for days the subject called 
in sick or would be late, as well as COVID screening 
“mapped out dates” to confirm days the subject was 
screened and told to go home.  
 
The investigators also relied on notes from supervisors 
stating days the subject was late or did not come to work. 
During the time period when the subject did not submit 
timecards, and/or leave in HRMS, the only documentation for 
the subject’s absences was notes from his supervisors. 



12  



Were interviews conducted of entity personnel? 
If yes, add date of interview, name of person 
interviewed, and position title. 



Yes. The following people were interviewed: 
• March 3, 2022: Wayne Crowell, Mailroom Sergeant 



(Sgt.) - Witness 
• March 3, 2022: Darren Chlipala, Health Service 



Manager (HSM) - Witness 
• March 7, 2022: Dr. Eric Rainey-Gibson Psychologist 



4 - Witness 
• March 9, 2022, April 14, 2022 and September 16, 



2022: Donicio Marichalar Correctional Mental Health 
Counselor 2 (CMCH2) - Subject 



• October 14, 2022: Jean Hardcastle Agency Payroll 
Officer (APO) – Subject matter expert 



13  



Was the subject interviewed or given the 
opportunity to respond to the allegations? If 
yes, add date of interview. In cases where the 
individual is not interviewed, is the justification 
documented? How did the subject respond to 
the key interview questions? Did they take 
responsibility for the misappropriation? If yes, 
when and how much? 



Yes. On March 9, 2022, April 14, 2022 and September 16, 
2022, the subject, Donicio Marichalar Correctional Mental 
Health Counselor 2 (CMCH2), was interviewed.  
 
The subject responded to the key interview questions with 
acknowledgement that it is his responsibility to submit leave 
slips and surprise that he had not submitted leave slips. He 
also claimed for periods of time when he was “screened out” 
(due to COVID precautions, he was screened and then not 
allowed to enter the building at the time) he was not aware 
he had to submit leave slips. The subject was also 
reassigned to the mailroom on March 29, 2021, and during 
this transition he stated he did not think he had to submit 
timecards, despite documentation that he had been 
instructed to continue doing so. The subject stated he was 
completing leave slips but could not provide an explanation 
for why they were not showing in the system. He 
acknowledged that he had not been turning in timecards 
since he was reassigned to the mailroom, and stated that he 
had not received any notices from the timecard system for 
timecards not submitted. Review of the timecard system 
shows that automatic emails are sent to the employee and 
their supervisor starting 4 business days after the end of a 
pay period to submit their timecards, and at continuous 
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intervals afterwards until the timecard is submitted. The 
subject stated in his interview that recently he found several 
unopened timecard reminder emails in his deleted folder and 
could not recall seeing these reminders in his inbox. 
 
The subject did not take responsibility for the discrepancies 
in leave submissions, but could not provide an explanation 
for the discrepancies. For allegation #1, the investigation 
report states on page 5: “between October 2021 and 
February 15, 2022, the subject was absent 30, eight hour 
shifts for a total of 240 hours. The dates for those shifts are 
as follows; 11/5/21, 11/15/21, 11/17/21, 11/24/21, 11/30/21, 
12/02/21, 12/03/21, 12/09/21, 12/14/21, 12/20/21, 12/23/21, 
1/3/22, 1/5/22, 1/6/22, 1/7/22, 1/10/22, 1/12/22, 1/19/22, 
1/21/22, 1/24/22, 1/25/22, 1/26/22, 1/27/22, 1/28/22, 2/1/22, 
2/2/22, 2/3/22, 2/4/22, and 2/7/22. He was also late for work 
on 1/31/22 and 2/11/22 for a total of 8.3 hours… The dollar 
amount of missed days is $8,987.52. No leave slips were 
submitted for the time missed as outlined above.” 
 
The subject did take responsibility for not submitting 
timecards. In response to allegation #2, the investigation 
report states the subject “could not provide justification for 
failing to submit timecards for the following pay periods: 
3/16/2021- No timecard submission 
4/1/2021 – No timecard submission 
4/16/2021 – No timecard submission 
5/1/2021 – No timecard submission 
5/16/2021 – No timecard submission 
6/1/2021 – No timecard submission 
6/16/2021 – No timecard submission 
7/1/2021 – No timecard submission 
7/16/2021 – No timecard submission 
8/1/2021 – No timecard submission 
8/16/2021 – No timecard submission 
9/1/2021 – No timecard submission 
9/16/2021 – No timecard submission 
10/1/2021 – No timecard submission 
10/16/2021 – No timecard submission 
11/1/2021 – No timecard submission 
11/16/2021 – No timecard submission 
12/1/2021 – No timecard submission 
12/16/2021 – No timecard submission 
1/1/2022 – No timecard submission 
1/16/2022 – No timecard submission 
2/1/2022 – No timecard submission 
2/16/2022 – No timecard submission 
3/1/2022 – No timecard submission 
4/16/2022 – No timecard submission 
5/1/2022 – No timecard submission” 



14  



Did the individual investigating address the 
“what else” question? 



The investigation focused on the subject and did not address 
the fact that there was a failure on the part of the 
supervisor’s to ensure the subject was submitting leave and 
turning in his timecards. The supervisors were also receiving 
automated reminders for timecard submission. Supervisors 
were also responsible for reviewing and approving leave 
submissions. A number of timecards were approved by the 
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subject’s supervisor where leave was indicated on the 
timecard, but no leave was submitted in HRMS. 
 
The subject’s PDPs show performance issues that extend 
beyond the attendance and time reporting issues, however, 
based on the subject’s limited access to agency systems, the 
potential for additional misappropriation outside of his own 
payroll is low. 
 
The investigation concludes with a statement from Jean 
Hardcastle, Agency Payroll Officer, that a meeting should be 
held with the Appointing Authority to discuss the 
overpayment and calculate the exact amount owed. 
 
Due to the fact that the subject is still employed at DOC, and 



still being paid and submitting leave, [ ],there 
may be additional misappropriated amounts. Per Jean 
Hardcastle, APO, she is aware of at least one additional 
overpayment since the end of the investigation period. 



15  



Does the investigation conclude with 
responsibility assigned? If so, add Full name, 
Position Title.  Describe support/records used to 
assign responsibility. 



Yes. Donicio Marichalar Correctional Mental Health 
Counselor 2 (CMCH2). 
Support records are the subject’s own leave slips and 
timecards. 



16  
When did the individual investigating complete 
the investigation?  



January 24, 2023 was the original completion date, but we 
received an updated investigation report with a completion 
date of March 2023.  



17  



What are the results of the investigation? Is the 
conclusion supported by work performed? 
(Summarize the results of the investigation 
including misappropriation, questionable 
amounts and the loss period.) 



See details in question 13.  
The results are supported by work performed, however, our 
reperformance has found some instances where the 
narrative in the investigation report does not fully match the 
supporting records/investigation work performed. This is an 
issue with the final report, not the actual investigation work. 
 
Also, it was sometimes difficult to determine whether the 
Counselor was working or not because supervisors for the 
Counselor did not have a racking mechanism for recording 
when the Counselor was not working or for guaranteeing 
leave slips or timesheets were appropriately finished and 
submitted. 
 



18  
Have any restitution agreements been signed? 
If so, describe. 



No. Michelle stated they are intending to seek repayment 
and disciplinary action, but are waiting until the conclusions 
of SAO’s work before proceeding. 



19  



Who has received the results of the 
investigation?   



Facilities staff, DOC Superintendent, WSP HR Manager, 
Health services Manager (Ronna Cole), Michelle Walker, 
Audit Director. Michelle has notified the Assistant Secretary 
and Secretary. 
Michelle stated that the case was also reported to the Walla 
Walla police department and they are referring the case to 
their prosecutor, who will refer it to the state AG. Michelle is 
intending to also submit it to the WA state ethics board.  



Conclusions 
20  Describe what and the amount of the Using the leave audit prepared by DOC Payroll [
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investigation conclusions you tied out to 
underlying support. Add links to records we 
created to document our review. 



], we tied days worked, days absent and leave 
submissions to the subject’s time cards, HRMS reports and 
reported absences from the subject’s supervisor. We 
recalculated changes to the subject’s leave balances when 
the audit necessitated paid leave be changed to LWOP due 
to the subject’s failure to submit leave in HRMS and/or when 
this resulted in necessary modifications to the subject’s 
accrued leave balances.  



• On TAB #1, we left comments in cells when 
appropriate to show what supporting records we 
reviewed.  



• On TAB #1 we also recalculated the amount the 
subject was overpaid and the sum of unexcused 
absences from work (previously paid leave that 
should now be LWOP). 



• On the “Summary” tab, we summarized conclusions 
based on the two allegations. 



For allegation #1 – we found the narrative in the report to be 
misleading, and the investigator quoted a misappropriation 
amount for a time period that did not match the stated 
investigation period. We also found the subject was absent 
for 39 days (either full or partial shifts) whereas the 
investigation report only listed 31 days. This is largely due to 
the difference in investigation periods between the leave log 
and source documents and the summary narrative in the 
report. 
 
We determined for the period of January 1, 2021 through 
December 31, 2022, the subject was paid for leave that 
he was not entitled to for 303.2 hours resulting in an 
overpayment of $8,801.26. 
 
For allegation #2, we agree with the investigation’s 
conclusion that the subject did not submit timecards 
during the pay periods stated in question 13. 



21  



Do you agree with the methodology used to 
assign fixed responsibility? 



Yes.  
• Duty to submit leave: The subject was required to 



submit leave slips and acknowledged in his interview 
(attachment #6) he understood this was his 
responsibility. See also requirement from his 



Teamster CBA here: [ ]. 
• Duty to submit leave during COVID/Screenings: 



Based on review of COVID protocols, DOC always 
required employees to submit leave in HRMS when 
screened out due to COVID precautions. 



• Duty to report absences: It was made clear to the 
subject that he was to report absences and request 
authorization for leave usage from his supervisors 
prior to reassignment to the mailroom (attachment # 
#15) and after (attachment #3). 



• Duty to submit time cards: There is no evidence the 
subject was told he no longer had to submit time 
cards after reassignment, though this was his belief. 
We reviewed one email from his supervisor on 
6/3/21 (attachment #4) telling the subject he has not 
received any time card submissions for the last 
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month and a half and he “believes you still need to 
do this unless you have been told otherwise, not 
sure.” However, the timecard system sends out 
automated emails beginning 4 days after the pay 
period to the employee and their supervisor to 
remind them to submit a time card. These emails 
were sent to the subject (attachment #23 and #24). 
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Do you have any concerns about the work or 
evidence obtained?  If yes, describe. 



I have no concerns with the work or evidence obtained. 
However, some of the verbiage in the completed 
investigation report should be modified to more accurately 
match what is documented in the work (investigation period, 
dollar amount, and days missed). The total dollar amount of 
misappropriation is also incorrect, including one 8 hour shift 
in error. 
It should also be recognized that the internal controls at the 
Department were not adequate to ensure employees are 
submitting timecards and there was insufficient supervisory 
tracking of leave. 
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Do you agree with the conclusions?  If no, 
describe. 



Yes, except for one 8 hour day 4/22/22, that was included in 
the overpayment amount.  
 
We determined that from January 1, 2021 through 
December 31, 2022, the subject failed to submit 
leave slips and time cards as required. This resulted 
in the subject being paid for 303.2 hours he was not 
entitled to, amounting to a payroll overpayment of 
$8,801.26. 
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Document how any concerns noted during this 
review will be resolved.  If you think additional 
procedures should be performed, please 
describe and contact Team SI to discuss and 
obtain approval for the investigative plan and 
budget. 



We expect DOC to modify their investigation report to 
include the full investigation timeframe, the adjusted dollar 
amount and hours of unentitled paid leave in response to 
allegation #1. 
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From: Sullivan, Stephanie (SAO)
To: SAO Fiscal Audit Updated; Gross, Carol (SAO); Simonson, Erik (SAO); Bills, Scott (SAO)
Cc: Superville, Sarrah (SAO)
Subject: FW: Fraud Report F-23-031
Date: Thursday, February 2, 2023 8:15:05 AM




Hello,
Please disregard the need to do a PAW. I realized the entity has already attached in the database
their investigation report and conclusions.
 
Please instead move to performing an external investigation review of this reported case.
 
Let me know if you have any questions.
 
Thanks, Stephanie
 
From: sullivans@sao.wa.gov <sullivans@sao.wa.gov> 
Sent: Thursday, February 2, 2023 8:12 AM
To: Bills, Scott (SAO) <billss@sao.wa.gov>; Simonson, Erik (SAO) <erik.simonson@sao.wa.gov>;
Gross, Carol (SAO) <grossc@sao.wa.gov>
Cc: SAO Fiscal Audit Updated <FiscalAuditUpdated@sao.wa.gov>; SAO DL APP Fraud Exec Mngr
<SAODLAPPFraudExecMngr@sao.wa.gov>; SAO DL APP Fraud Reports
<SAODLAPPFraudReports@sao.wa.gov>
Subject: Fraud Report F-23-031
 




Hello, Please complete a preliminary assessment for the loss report for Corrections,
Department of. View Report




Thank you, STEPHANIE
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Investigation Conclusion Summary.xlsx

FRAD


			Investigation Summary


			Purpose:			To summarize the results of fieldwork and assess whether evidence is sufficient and appropriate to support conclusions. 



			Conclusions are summarized below:


			Area			Description of Control Deficiency(ies) 			Cause(s) 			Overpayment			Questionable Amount			Investigation time period			Overpayment time period			Link to ROWD


			Payroll and Personnel                                                    			The Department lacks controls to ensure leave slips and time cards are submitted, reviewed and approved appropriately.			The subject submitted timecards with leave, but did not always submit leave in HRMS. These timecards were still approved by his supervisor.

Due to the fact that the subject did not submit leave appropriately for absences, his leave balance was not correctly accruing and there were occasions when he submitted leave from a balance he did not actually have. The subject was paid for 303.2 hours of leave that he was not entitled to.

The time card system sends automatic reminders to the employee and the supervisor to complete a time card, but supervisors were not ensuring the subject was completing this task. When the subject was reassigned to the mailroom during investigations into his performance, he believed he no longer had to submit timecards. The subject did not submit timecards for 26 pay periods.

There was confusion among the subject's supervisors about who was responsible for tracking the subject's leave.			8801.26 - We determined this was the overpayment amount			0			January 1, 2021 through December 31, 2022
			January 16, 2021 through November 15, 2022











			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 








Menus


			This tab contains the options for drop-down menus


			AC Level of Reporting


			Finding


			ML


			Exit Item


			Verbal


			FS/SA Level of Reporting


			Finding - Material weakness


			Finding - Significant deficiency


			ML


			Exit Item


			Verbal


			Potential Effects


			Material


			Significant


			Insignificant


			Issue Category


			Accounting/Financial Reporting


			Accounts Payable Disbursements                                         


			Annual Report Filing


			Apportionment (ALE)


			Apportionment (Enrollment)


			Apportionment (Staff Mix)


			Apportionment (Transportation)


			Authority


			Billings/Receivables


			Budget Compliance


			Cash Receipting


			Conflict of Interest and Ethics


			Contracts/Agreements


			Debt/Covenants


			Disposition of Property


			Donations/Fundraising


			Financial Condition


			Grants (Federal)


			Grants (State/Local)


			I-937 Energy Conservation


			I-937 Renewable Energy


			Insurance/Risk Management


			Interfund Transactions/Balances


			Investments/Deposits


			IT Controls


			Open Public Meetings                                                  


			Other


			PA - Compliance


			PA - Internal Controls


			PA - Program Effectiveness


			PA - Prospective Analysis


			Payroll and Personnel                                                    


			Procurement (Bidding/Prevailing Wage)


			Purchase Cards/Procurement Cards


			Records Retention


			Restricted Funds


			Retirement Census Data


			Safeguarding of Assets/Property


			Taxes/Assessments


			Travel and Employee Reimbursements
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Leave Changes Log - 776382_Original Submission.xlsx

Changes Log


			PBC


			Start Date			End Date			Code			Wage Type			Hours


			1/9/23			1/9/23			9034			LWOP Unauthorized       U			8


			1/6/23			1/6/23			9034			LWOP Unauthorized       U			8


			1/5/23			1/5/23			9006			Vac Lv in lieu of Sick			5									Keyed originally in MyPortal (no change in leave entry)


			1/5/23			1/5/23			9034			LWOP Unauthorized       U			3									Additions keyed in HRMS 


			1/4/23			1/4/23			9048			Sick Leave			8									Original leave entries that were changed due to insufficient quota


			1/2/23			1/2/23			9033			LWOP 			8


			12/30/22			12/30/22			9003			Vacation Leave			0.5			Auditor Note: This is the end of the leave changes log at B.1.6. Additional dates in January 2023 not included as days absent that did not submit leave and not included in misappropriated amount.


			12/27/22			12/27/22			9006			Vac Lv in lieu of Sick			8


			12/22/22			12/23/22			9006			Vac Lv in lieu of Sick			16


			12/19/22			12/19/22			9048			Sick Leave			8


			11/14/22			11/14/22			9003			Vacation Leave			0.5


			11/11/22			11/11/22			9072			Holiday			8


			11/10/22			11/10/22			9003			Vacation Leave			0.5


			11/10/22			11/10/22			9069			Comp Time			1


			11/3/22			11/3/22			9034			LWOP Unauthorized       U			1


			11/1/22			11/1/22			9069			Comp Time			0.5


			10/31/22			10/31/22			9048			Sick Leave			8


			10/24/22			10/24/22			9003			Vacation Leave			4


			10/21/22			10/21/22			9009			Vac Lv Child/Elder Care			8


			10/20/22			10/20/22			9009			Vac Lv Child/Elder Care			8


			10/17/22			10/17/22			9061			Sick Lv Child/Elder Care			8


			10/3/22			10/3/22			9003			Vacation Leave			8


			9/7/22			9/8/22			9034			LWOP Unauthorized       U			16


																		9/6/22			9/6/22			9009			Vac Lv Child/Elder Care			8


			9/6/22			9/6/22			9033			LWOP			8


			9/5/22			9/5/22			9072			Holiday			8


																		8/31/22			8/31/22			9006			Vac Lv in lieu of Sick			8


			8/31/22			8/31/22			9033			LWOP			8


																		8/29/22			8/30/22			9048			Sick Leave			16


			8/30/22			8/30/22			9033			LWOP			8


			8/29/22			8/29/22			9033			LWOP			8


																		8/26/22			8/26/22			9048			Sick Leave			8


			8/26/22			8/26/22			9006			Vac Lv in lieu of Sick			6.7


			8/26/22			8/26/22			9033			LWOP			1.3


			8/23/22			8/23/22			9061			Sick Lv Child/Elder Care			8


			8/19/22			8/19/22			9003			Vacation Leave			8


																		8/15/22			8/15/22			9003			Vacation Leave			4


			8/15/22			8/15/22			9033			LWOP			4


																		8/11/22			8/11/22			9003			Vacation Leave			4


			8/11/22			8/11/22			9033			LWOP			4


																		8/9/22			8/9/22			9048			Sick Leave			0.5


			8/9/22			8/9/22			9033			LWOP			0.5


																		8/4/22			8/5/22			9048			Sick Leave			16


			8/5/22			8/5/22			9033			LWOP			8


			8/4/22			8/4/22			9033			LWOP			8


																		8/2/22			8/3/22			9006			Vac Lv in lieu of Sick			16


			8/3/22			8/3/22			9033			LWOP			2.3


			8/3/22			8/3/22			9048			Sick Leave			5.7


			8/2/22			8/2/22			9006			Vac Lv in lieu of Sick			5.7


			8/2/22			8/2/22			9048			Sick Leave			2.3


			7/21/22			7/21/22			9003			Vacation Leave			1


			7/20/22			7/20/22			9003			Vacation Leave			8


			7/19/22			7/19/22			9048			Sick Leave			8


																		7/14/22			7/14/22			9003			Vacation Leave			4.5


			7/14/22			7/14/22			9003			Vacation Leave			3.6


			7/14/22			7/14/22			9033			LWOP			0.9


			7/11/22			7/11/22			9006			Vac Lv in lieu of Sick			8


			6/27/22			6/27/22			9003			Vacation Leave			3


			6/17/22			6/17/22			9047			Personal Holiday Shift			8


																		6/13/22			6/13/22			9003			Vacation Leave			3.5


			6/13/22			6/13/22			9033			LWOP			3.5


																		6/9/22			6/9/22			9003			Vacation Leave			2


			6/9/22			6/9/22			9033			LWOP			2


																		6/8/22			6/8/22			9003			Vacation Leave			8


			6/8/22			6/8/22			9033			LWOP			8


																		6/6/22			6/6/22			9006			Vac Lv in lieu of Sick			8


			6/6/22			6/6/22			9033			LWOP			8


																		6/3/22			6/3/22			9003			Vacation Leave			1


			6/3/22			6/3/22			9033			LWOP			1


																		5/27/22			5/27/22			9003			Vacation Leave			8


			5/27/22			5/27/22			9033			LWOP			8


																		5/26/22			5/26/22			9003			Vacation Leave			0.5


			5/26/22			5/26/22			9033			LWOP			0.5


																		5/25/22			5/25/22			9006			Vac Lv in lieu of Sick			6


			5/25/22			5/25/22			9033			LWOP			6


																		5/23/22			5/24/22			9006			Vac Lv in lieu of Sick			16


			5/24/22			5/24/22			9033			LWOP			8


			5/23/22			5/23/22			9033			LWOP			8


																		5/18/22			5/20/22			9006			Vac Lv in lieu of Sick			24


			5/20/22			5/20/22			9033			LWOP			8


			5/19/22			5/19/22			9033			LWOP			6.8


			5/19/22			5/19/22			9048			Sick Leave			1.2


			5/18/22			5/18/22			9006			Vac Lv in lieu of Sick			1.2


			5/18/22			5/18/22			9048			Sick Leave			6.8


			5/17/22			5/17/22			9006			Vac Lv in lieu of Sick			8


			5/16/22			5/16/22			9006			Vac Lv in lieu of Sick			8


																		5/9/22			5/9/22			9048			Sick Leave			8


			5/9/22			5/9/22			9006			Vac Lv in lieu of Sick			8


			5/5/22			5/6/22			9006			Vac Lv in lieu of Sick			16


			5/2/22			5/3/22			9006			Vac Lv in lieu of Sick			16


																		4/29/22			4/29/22			9048			Sick Leave			8


			4/29/22			4/29/22			9033			LWOP			8


																		4/27/22			4/27/22			9048			Sick Leave			8


			4/27/22			4/27/22			9033			LWOP			8


																		4/21/22			4/21/22			9048			Sick Leave			8


			4/21/22			4/21/22			9033			LWOP			8


			4/20/22			4/20/22			9048			Sick Leave			8


			4/19/22			4/19/22			9003			Vacation Leave			1.5


			4/11/22			4/12/22			9048			Sick Leave			16


			1/31/22			1/31/22			9033			LWOP			6


			1/28/22			1/28/22			9033			LWOP			8


			1/27/22			1/27/22			9033			LWOP			8


			1/26/22			1/26/22			9033			LWOP			8


			1/25/22			1/25/22			9033			LWOP			8


			1/24/22			1/24/22			9003			Vacation Leave			6.7


			1/24/22			1/24/22			9033			LWOP			1.3


			1/21/22			1/21/22			9003			Vacation Leave			8


			1/19/22			1/19/22			9048			Sick Leave			8


			1/12/22			1/12/22			9033			LWOP			8


			1/10/22			1/10/22			9003			Vacation Leave			1.3


			1/10/22			1/10/22			9033			LWOP			6.7


			1/7/22			1/7/22			9003			Vacation Leave			8


			1/6/22			1/6/22			9003			Vacation Leave			8


			1/5/22			1/5/22			9003			Vacation Leave			8


			1/3/22			1/3/22			9003			Vacation Leave			8


			12/23/21			12/23/21			9003			Vacation Leave			8


			12/20/21			12/20/21			9048			Sick Leave			8


			12/14/21			12/14/21			9003			Vacation Leave			8


			12/9/21			12/9/21			9003			Vacation Leave			8


			12/3/21			12/3/21			9003			Vacation Leave			8


			12/2/21			12/2/21			9003			Vacation Leave			8


			11/30/21			11/30/21			9003			Vacation Leave			8


			11/24/21			11/24/21			9048			Sick Leave			8


			11/17/21			11/17/21			9048			Sick Leave			8


			11/15/21			11/15/21			9048			Sick Leave			8


			11/5/21			11/5/21			9048			Sick Leave			8


			10/18/21			10/18/21			9006			Vac Lv in lieu of Sick			8


			9/27/21			9/27/21			9048			Sick Leave			8


			9/22/21			9/22/21			9003			Vacation Leave			8


			9/20/21			9/20/21			9006			Vac Lv in lieu of Sick			8


			8/16/21			8/16/21			9006			Vac Lv in lieu of Sick			8


			7/21/21			7/23/21			9048			Sick Leave			24


			7/20/21			7/20/21			9003			Vacation Leave			8


			6/1/21			6/1/21			9047			Personal Holiday Shift			8


			5/19/21			5/20/21			9003			Vacation Leave			16


			3/30/21			3/30/21			9006			Vac Lv in lieu of Sick			8


			3/16/21			3/17/21			9006			Vac Lv in lieu of Sick			16


			3/15/21			3/15/21			9048			Sick Leave			6


			2/26/21			2/26/21			9048			Sick Leave			8


			2/19/21			2/19/21			9048			Sick Leave			1.5


			2/12/21			2/12/21			9021			Inclement Weather       U			1


			2/10/21			2/10/21			9048			Sick Leave			8


			1/28/21			1/28/21			9033			LWOP			8


			1/27/21			1/27/21			9033			LWOP			8


			1/26/21			1/26/21			9033			LWOP			8


			1/25/21			1/25/21			9033			LWOP			8


			1/22/21			1/22/21			9003			Vacation Leave			0.9


			1/19/21			1/21/21			9006			Vac Lv in lieu of Sick			24


			1/5/21			1/5/21			9048			Sick Leave			8
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06/09/2022
06/08/2022
06/06/2022
06/03/2022
05/27/2022
05/26/2022
05/25/2022
05/24/2022
05/20/2022
05/09/2022
05/06/2022
05/03/2022
04/29/2022
04/27/2022

Abs...

9003
9006

Att./abs. type text
Vacation Leave

Vac Lv in lieu of Sick
Vacation Leave
Personal Holiday Shift
Vacation Leave
Vacation Leave
Vacation Leave

Vac Lv in lieu of Sick
Vacation Leave
Vacation Leave
Vacation Leave

Vac Lv in lieu of Sick
Vac Lv in lieu of Sick
Vac Lv in lieu of Sick
Sick Leave

Vac Lv in lieu of Sick
Vac Lv in lieu of Sick
Sick Leave

Sick Leave

Hours

4.50
8.00
3.00
8.00
3.50
2.00
8.00
8.00
1.00
8.00
0.50
6.00
16.00
40.00
8.00
16.00
16.00
8.00
8.00
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Start Date

04/20/2022
04/19/2022
04/11/2022
10/18/2021
09/27/2021
09/22/2021
09/20/2021
08/16/2021
07/21/2021
07/20/2021
06/01/2021
05/19/2021
03/30/2021
03/16/2021
03/15/2021
02/26/2021
02/12/2021
02/10/2021
Pl/lQ/ZDZl

End Date

04/21/2022
04/19/2022
04/12/2022
10/18/2021
09/27/2021
09/22/2021
09/20/2021
08/16/2021
07/23/2021
07/20/2021
06/01/2021
05/20/2021
03/30/2021
03/17/2021
03/15/2021
02/26/2021
02/12/2021
02/10/2021
01/21/2021

Abs.
9048
9003
9048
9006
9048
9003
9006

9021

9006

Att./abs. type text
Sick Leave

Vacation Leave

Sick Leave

Vac Lv in lieu of Sick
Sick Leave

Vacation Leave

Vac Lv in lieu of Sick
Vac Lv in lieu of Sick
Sick Leave

Vacation Leave
Personal Holiday Shift
Vacation Leave

Vac Lv in lieu of Sick
Vac Lv in lieu of Sick
Sick Leave

Sick Leave

Inclement Weather U
Sick Leave

Vac Lv in lieu of Sick

Hours

16.00
1.50
16.00
8.00
8.00
8.00
8.00
8.00
24.00
8.00
8.00
16.00
8.00
16.00
6.00
8.00
1.00
8.00
24.00
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AC


			Accountability audit issues evaluation


			Purpose:			 To document the consideration and determination of the level of reporting for audit issues.


			Instructions:			Complete this form for each audit issue to determine the appropriate level of reporting.  Apply the Reporting Level Matrix for general guidance															Reporting Level Matrix 





						Where appropriate combine issues, considering the type of activities and the root of the issues. For example if we audited 3 departments and note cash receipting issues in each department, we should consider combining the issues as it indicates an entity-wide weakness.


						Once the team has determined the proposed level of reporting, notify the related program manager for approval. 															(the current list is on the Subject Matter Specialist page)





						When issues are identified, auditors should also consider the need to reassess planning and control risk conclusions based on new information and determine whether additional testing is necessary to determine the effect and ensure evidence is sufficient to support our report.





			IT Reminders:			All IT-related recommendations must be reviewed by a member of Team ITA management.  For exit level items, please send requests for review to SAOITAudit@sao.wa.gov with the TeamMate Audit Project Code and recommendation reference number only. 


						For Management letters and Findings please reference Appendix G in the IT Planning Guide.


						Auditors should categorize all IT security-related issues as "IT Controls - Confidential" in TM and add this statement in workpapers and Recommendation Headers: "Limited Distribution – Confidential SAO Information, May Be Protected Under RCW 42.56.420."





			Expectations: 			The LOR  summary should be completed for all issues. Information in LOR summary needs to include sufficient perspective for the reviewer/approver to evaluate the proposed LOR.


						Teams need to ensure audit documentation clearly supports the issues documented  in the LOR summary. If unsure as to whether sufficient work has been performed to determine the significance of the issue, work with AAM/AM.


						When determining the level of reporting, staff are required to consider the Reporting Level Matrix.												Reporting Level Matrix 


						Prior to submission for review/approval of the Program Manager the audit team is responsible for:


									Filling-out the LOR form, including the proposed level of reporting. 


									The Team AAM and AM complete a team level review and discussion of the audit documentations and LOR summary.





			TM Issue #(s)


Scott Deviney: Relate the deficiency evaluation to TM issue #(s) for the issue or aggregated issues evaluated			Audit Area			Description of Control Deficiency(ies) or non-compliance			Cause(s) 


DeViney, Scott (SAO): Cause is why did the condition occur? Because - usually tied to something missing from the control - did not do, did not know to do, was not aware of something… etc. 			What’s at risk


Meyer, Renee (SAO): Perspective: what dollars are associated with the control (ie total credit card charges) or # of transactions. Consider the driver of the activity			Actual Effects			History  & prior reporting level			Criteria			Notes or other relevant info & initial auditee response			Team LOR suggestion			Approvals


			1			Payroll and Personnel                                                    			Investigation Period: 1/1/21-12/31/22. We determined that between pay periods of Jan 16, 2021 and Nov 15, 2022, the subject failed to submit leave slips and time cards as required. This resulted in the subject being paid for 303.2 hours he was not entitled to			Subject did not think he needed to submit timecards when he was reassigned. Subject thought he was submitting leave slips as required. Supervisors were not adequately reviewing employee's attendance and leave submissions when approving time cards.			Employees could be paid for leave they are not entitled to.			$8,801.26			9/30/20 - Exit Item for Fraud case - Audit #60806 (leave slips not submitted)
6/30/21 - AC Exit item for missing supporting documentation for leave usage			Teamsters CBA			Subject is still employed and there is potential for additional misappropriation after the investigation period. Payroll noted 1 hour of LWOP they believe was misappropriated between the end of the investigaton and current.			Finding			Reduced Fraud Report - SS











			Conclusion: We have documented our consideration and determination of level of reporting for accountability audit issues.








http://saosp/GeneralInfo/AuditorRefGuide/Pages/Subject-Matter-Experts.aspxmailto:%20SAOITAudit@sao.wa.govhttp://saosp/GeneralInfo/AuditorRefGuide/PG/Information_Technology.docx


AC Group Purch Flowchart

















In determining significance/materiality of issues identified, consider who should know about the issue? 



Did the entity purchase anything above their competitive bid threshold through piggy-backing?


Use the following decision tree to help determine level of reporting for contract piggybacking control deficiencies and identified non-compliance.  Check with your supervisor if you're unsure about judgements about significance  or for difficult or unusual circumstances.


“Piggybacking” refers to one local government making purchases from contracts awarded by another government or group of governments via an interlocal agreement or contract. Piggybacking is a convenient way to procure goods or services. However, our Office has seen an increasing number of local governments use this alternative method without completing the process properly. National purchasing cooperatives are becoming more widely used, and many of these are based in other states where the laws do not align with Washington law.

The key to maintaining compliance when procuring through piggybacking is to ensure your local government’s own bidding requirements are still met. State law (RCW 39.34.030), which allows for piggybacking, does not relieve any public agency of any obligation or responsibility with respect to purchasing, except for the notice of bids or advertising requirements. As long as the lead agency satisfies its own requirements for advertising and posts the solicitation on the internet, the piggybacking government’s advertising requirements are considered met.

Exercise care when procuring public works projects through piggybacking. In this case, the lead agency’s project and the piggybacking government’s project must be essentially the same. Both governments’ bid specifications should be very specific and include the same type of labor and materials. We would expect the only differences to be quantities purchased.

Our audits will focus on the controls the piggybacking government has to ensure its own bidding requirements were met, and demonstrate your own bid laws were satisfied by the lead government.

-June 2017 Audit Connection Article


Is there evidence of competitive bidding? 


Yes


No


Items to consider: Did the entity ensure during the procurement process that the vendor followed WA statutes on competitive bidding? Was documentation requested and retained during the decision process to verify the piggybacked contract followed WA statutes? Did the District consult with their attorney before letting the contract? Did the entity consider if federal awards funds were used for the purchase? If so, are federal requirements more restrictive than state or local requirements? If so, did the entity follow federal requirements?



Yes


No


Magnitude of non-compliance in current audit period? (See Note 1)



Was non-compliance found? If so, what is the magnitude of non-compliance in current audit period? (See Note 1)


Less than significant 


Significant/Material



Exit or Verbal


Management Letter


Less than significant 


Significant/
Material



Finding


Management Letter or Exit


No


In compliance, no reporting necessary


Remember: Decision to be made with Program Manager Involvement


Remember: Decision to be made with Program Manager Involvement


See Audit Policy 2310 and the Reporting Level Matrix for factors to consider


http://shp.sao-nt.wa.gov/GeneralInfo/AuditorRefGuide/APM/Pol-2310.docxSee Audit Policy 2310 and the Reporting Level Matrix for factors to consider


http://shp.sao-nt.wa.gov/GeneralInfo/AuditorRefGuide/Documents/Reporting%20level%20matrix%20-%204.9.15.docxIn compliance, no reporting necessary


Note 1:  When considering the magnitude of non-compliance, the auditor should not only consider the decisions made prior to procuring the item but also to what transpired after the procurement was made.

For example, if the entity self-identified the non-compliance after completing the purchase and took steps improve their procurement procedures going forward to prevent future non-compliance, the auditor should consider this in their LOR rationale. Such consideration may result in a lower level of reporting.






AC Sole Source Flowchart








FS


			Financial statement audit issues evaluation


			Purpose: 			To document the evaluation and determination of the level of reporting for financial audit control deficiencies, individually and in aggregate.





			Instructions:			Complete this form for each financial statement control deficiency (or related set of deficiencies) to determine the appropriate level of reporting.  


						Where appropriate combine issues for aggregate evaluation, considering both the root cause and the effect of misstatements. 


						For example if we identify 3 control deficiencies that cause capital asset misstatements, or 4 deficiencies that have a common root cause, we should consider issues in the aggregate.


						See AU-C 265.09-12 and .A5-A14 for criteria of profession standards for significant deficiencies and material weaknesses (which would be reported as findings under GAGAS 4.19-29)


						Evaluation steps are summarized in "FS Flowchart" tab									FS Flowchart


						Given the nature and complexity of financial statement related issues, staff should work with their supervisor and AM to determine the Team proposed level of reporting.


						Once the team has determined the proposed level of reporting, notify the team's Assistant Director for approval.																		(the current list is on the Subject Matter Specialist page)





						When issues are identified, auditors should also reassess planning and control risk conclusions based on new information


						and determine whether additional testing is necessary to determine the effect and ensure evidence is sufficient to support our report.





			Expectations: 			The LOR  summary should be completed for all issues. Information in LOR summary needs to include sufficient perspective for the reviewer/approver to evaluate the proposed LOR.


						Teams need to ensure audit documentation clearly supports the issues documented  in the LOR summary. If unsure as to whether sufficient work has been performed to determine the significance of the issue, work with AAM/AM.


						When determining the level of reporting, staff are required to consider the FS Flowchart.												FS Flowchart


						Prior to submission for review/approval of the Assistant Director the audit team is responsible for:


												 Filling-out the LOR form, including the proposed level of reporting. 


												The Team AAM and AM complete a team level review and discussion of the audit documentations and LOR summary.





			TM Issue #(s)


Scott Deviney: Relate the deficiency evaluation to TM issue #(s) for the issue or aggregated issues evaluated			Brief description of Control Deficiency(ies)


Pritchard, Brandi (SAO): Should list the deficiency that caused (or could have caused) a FS error. This column should NOT just list the errors.			Cause(s)


DeViney, Scott (SAO): Cause is why did the condition occur? Because - usually tied to something missing from the control - did not do, did not know to do, was not aware of something… etc. 			What’s at risk


Meyer, Renee (SAO): Perspective: describe the population(s) affected by the control deficiency (line items, activity or disclosures).  Give perspective in terms of the amount of dollars associated with the control  or # of transactions.			Actual Effect(s)


Scott Deviney: Describe all known and likely misstatements identified on the Aggregation of Misstatements spreadsheet that the weakness caused or contributed to.			Reasonably possible potential effects


Scott Deviney: Auditor estimate of likelihood and magnitude of potential misstatements due to control deficiency.  The estimate is of the POTENTIAL SEVERITY of the CURRENT DEFICIENCY identified in the period under audit.

In estimating likelihood, consider:
"Reasonably possible" is defined in AU-C 265.07 as a chance that "is more than remote" but does not provide precise statistical definitions.  In other words, is it easy to imagine a misstatement occuring at least once in the foreseeable future (reasonably possible) or difficult to imagine (remote)?  For situations that can be quantified, a reasonable rule of thumb is to consider a misstatement reasonably possible if there is a 25% or greater probability for misstatement occurring at least once over a 5 year period.  Actual misstatements indicate that misstatements of at least that size are reasonably possible.

The auditor's estimate considers the underlying cause of misstatements compared to current and expected activity.  For example, general deficiencies in identifying, planning for and implementing a new GASB or accounting for a new activity or transaction would normally not be considered a one-time event, since new GASBs and new activities or transactions are expected to be regularly encountered. In contrast, if the deficiency is related to a faulty interpretation or conclusion where the government had otherwise had sufficient identification and research controls in place, the deficiency may be considered to be isolated to the particular event or transaction.

In estimating potential magnitude, consider:
* Potential quantitative range of activity subject to the deficiency

* Potential quantitative range of misstatement within that activity, considering the nature of the deficiency and any compensating controls including effect of entity-wide elements and controls applied during financial statement preparation.

* Any accumulating or compounding effects of the misstatement over time 

* Qualitative factors relating to a misstatement's impact on fair presentation, as listed in the Aggregation of Misstatements step in TM.  Based on our experience with government officials, SAO believes this list of qualitative factors reflects those that would be considered by a prudent official (meeting the requirement of AU-C 265.10 to consider whether a prudent official would agree that a deficiency is not a material weakness).

Use the following definitions:
Material = reasonably possible misstatements would likely be material in one or more years (opinion modification anticipated if not prevented or corrected)

Significant = reasonably possible misstatements would likley approach materiality such that serious consideration of qualitative factors would be necessary in one or more years

Insignificant = likelihood of misstatements is remote, or reasonably possible misstatements would likely be insignificant			History & prior reporting level			Notes or other relevant info


Scott Deviney: Relevant info may include:

* Details on current period misstatements or the auditor's estimates on future likelihood and magnitude

* Notes regarding cause or criteria

* Brief descriptions of relevant compensating controls, or any relevant strengths or deficiencies in entity-wide elements or financial statement preparation

* Management's initial response (whether there is any substantial disagreement over facts or severity, see AU-C 265.A2)

* Any outstanding uncertainities or research needed			Team LOR suggestion


Scott Deviney: If more than one line (more than one deficiency) combine together to create a combination of deficiences meeting the SD or MW criteria below, you can either merge cells in this column to indicate which items will combine together, or otherwise indicate which lines combine together

Material weakness is defined by AU-C 265 as "a deficiency or combination of deficiencies in internal control over financial reporting such that there is a reasonable possibility that a material misstatement will not be prevented, or detected and corrected in a timely manner."

Significant deficiency is defined by AU-C 265 as "a deficienicy or combination of deficiencies less severe than a material weakness yet important enough to merit the attention of those charged with governance".  As a matter of practice, SAO presumes that a deficiency with a reasonable possibility of leading to a significant misstatement would merit the attention of the governing body and would be needed by a prudent official to carry out oversight of financial reporting.			Approvals




















			Conclusion: We have documented our consideration and determination of level of reporting for financial audit issues.








http://saosp/GeneralInfo/AuditorRefGuide/Pages/Subject-Matter-Experts.aspx


FS Flowchart






































Financial Statement Control Deficiency Evaluation
Use the following decision tree to help determine level of reporting for financial statement control deficiencies.  Check with your supervisor if you're unsure about judgements about significance  or for difficult or unusual circumstances.


Identify Control Deficiency



Magnitude of misstatements in current audit period?


Material


Less than material, but still significant


Less than significant or 
no misstatement


Material Weakness



Presume a material misstatement is reasonably possible


Presume at least a significant misstatement is  reasonably possible


Estimate likelihood of a significant or material misstatement


Material misstatement is reasonably possible


Less than material, but still significant misstatement is reasonably possible


Less than significant


Estimate likelihood of a significant or material misstatement


Material misstatement is reasonably possible


Less than material, but still significant misstatement is reasonably possible


Material Weakness



Significant Deficiency



Could it be worse?


Could it be worse?


Material Weakness



Significant Deficiency



ML, Exit or Verbal



See Audit Policy 2310 and the Reporting Level Matrix for factors to consider


http://shp.sao-nt.wa.gov/GeneralInfo/AuditorRefGuide/APM/Pol-2310.docxWhen estimating potential for misstatement, consider:
* Maximum possible misstatement given nature of 
    balance and deficiency
* Expected range of activity and variances
* Strength of compensating controls
* Other factors listed in AU-C 265.A6-A8


Our conclusion is not on how big the actual misstatement was (which is the subject of our opinion), but on how big it could have been (that is, the potential for misstatement).  AU-C 265.A5


Actual occurence demonstrates that a misstatement of at least that magnitude is reasonably possible.  AU-C 265.A5, A11


How large were actual misstatements allowed by the weakness?
AU-C 265.A5





SA


			Federal internal control and compliance evaluation


			Purpose: To document the consideration and determination of the level of reporting for audit issues.																								LOR Reference Guide for Single Audits


																											SA Decision Matrix IC Def


			Instructions:			Complete this form for each audit issue to determine the appropriate level of reporting.  Click on the matrices AND LOR Reference Guide for guidance ---->																					Reporting Level Matrix 


						Where appropriate combine issues, considering the type of activities and the root of the issues. For example, if separate issues are identified for cash management and reporting, we should consider combining the issues if the situation indicates an associated weakness.


						Once the team has determined the proposed level of reporting, notify the related program manager for approval. 																					(the current list is on the Subject Matter Specialist page)





						When issues are identified, auditors should also consider the need to reassess planning and control risk conclusions based on new information and determine whether additional testing is necessary to determine the effect and ensure evidence is sufficient to support our report.








			Expectations: 			The LOR  summary should be completed for all issues. Information in LOR summary needs to include sufficient perspective for the reviewer/approver to evaluate the proposed LOR.


						Teams need to ensure audit documentation clearly supports the issues documented  in the LOR summary. If unsure as to whether sufficient work has been performed to determine the significance of the issue, work with AAM/AM.


						When determining the level of reporting, staff are required to consider the Reporting Level Matrix.																		Reporting Level Matrix 


						Prior to submission for review/approval of the Program Manager the audit team is responsible for:


																		 Filling-out the LOR form, including the proposed level of reporting. 


																		The Team AAM and AM complete a team level review and discussion of the audit documentations and LOR summary.








			TM Issue #(s)


Scott Deviney: Relate the deficiency evaluation to TM issue #(s) for the issue or aggregated issues evaluated			ALN


Woelfle, Scott (SAO): Enter the ALN number of the program or cluster.			COVID-19 Award (Yes/No)


Shaw, Alisha (SAO): Shaw, Alisha (SAO):
If the condition is associated with COVID-19 awards, we are required to identify the COVID-19 awards in our findings.			For SLFRF, is this a Compliance Examination?			Total Program Expenditures


Bernard, Thomas (SAO): Enter the total annual  expenditures for the program or cluster from the final SEFA.			Compliance  Area


Woelfle, Scott (SAO): Woelfle, Scott (SAO):
The answer in this field is one of the 12 compliance requirements.

Additionally, if the issue relates to Special Tests and Provisions, identify which one is involved.			Final Control Risk Assessment 


DenAdel, Felicia (SAO): Document the Final Control Risk Assessment (LOW/HIGH)
			Description of Condition 


Bernard, Thomas (SAO): What is broken/what happened? Describe what went wrong. A control failed, was not designed properly, was not implemented correctly, no monitoring to ensure controls were operating effectively, etc.

If issue is compliance only, then explain (or reference WP explanation) why there is no control deficiency.			Cause(s) of Condition


Bernard, Thomas (SAO): Why is it broken/How did the condition occur? Because...usually tied to something missing from the control, something they did not do, did not know to do, was not aware of, turnover, lack of training… etc.

Best practice to ask the client why the control issue/noncompliance occurred.			Actual Effect(s)
Effect of Condition


Bernard, Thomas (SAO): Detail the impact of the condition and questioned costs, as applicable. 

Include the number of items identified along with the dollar amount of cost spent, as applicable.

Effect of Condition - What is or could be the result of the control deficiency/noncompliance? Examples: loss of funding, repayment to grantor, without information the grantor cannot make funding decisions, questioned costs, etc..			Monetary or Non-monetary Noncompliance
(Identify COVID-19 Questioned Costs Separately)


Woelfle, Scott (SAO): For instances of noncompliance without questioned costs, we will consider reporting a finding if the monetary value associated with the noncompliance exceeds 10% of total program expenditures or the noncompliance exceeds 10% of the activity associated with the compliance requirement.  Some requirements have both monetary and non-monetary elements.

Examples of monetary compliance requirements (dollar based):
Activities Allowed/Unallowed
Cost Principles
Procurement, except procurement procedures requirements
Program Income
School Food Accounts
Subrecipient Monitoring (could be both monetary and non-monetary)

Examples of non-monetary compliance requirements (activity based):
Suspension and Debarment
Prevailing Wage Requirements (Davis-Bacon Act)
Procurement procedures requirement only (did they have UG compliant procedures or not)
Assessment System Security
Verification
Graduation Rates
Housing Quality Standards
Subrecipient Monitoring (could be both monetary and non-monetary)			Known Questioned Costs
(Identify COVID-19 Questioned Costs Separately) 


Woelfle, Scott (SAO): 2 CFR §200.516 states that the auditor must write a finding when known and/or likely questioned costs exceed $25,000.  The auditor must also write a finding if questioned costs of that amount are identified for a program that's not a major program.

(3) ...Known questioned costs are those specifically identified by the auditor.  In evaluating the effect of questioned costs on the opinion on compliance, the auditor considers the best estimate of total costs questioned (likely questioned costs), not just the questioned costs specifically identified (known questioned costs).  

The auditor must also report known questioned costs when likely questioned costs are greater than $25,000 for a type 
of compliance requirement for a major program. In reporting questioned costs, the auditor must include information to 
provide proper perspective for judging the prevalence and consequences of the questioned costs.

(The last phrase means including information on the population, sample size and number of errors or noncompliance in a finding.)			Total Likely 
Questioned Costs
(Identify COVID-19 Questioned Costs Separately)


Woelfle, Scott (SAO): Likely questioned costs represents the projection of noncompliance to the entire population sampled.

2 CFR §200.516 states:
 (3) ... Known  questioned costs are those specifically identified by the  auditor.  In evaluating the effect of questioned costs on the  opinion on compliance, the auditor considers the best estimate of total costs questioned (likely questioned costs), not just the questioned costs specifically identified (known questioned costs). 

The auditor must also report known questioned costs  when likely questioned costs are greater than $25,000 for a type of compliance requirement for a major program. In reporting  questioned costs, the auditor must include information to  provide proper perspective for judging the prevalence and  consequences of the questioned costs.

(The last phrase means including information on the population, sample size and number of errors or noncompliance in a finding.)			Likelihood of NonCompliance


Woelfle, Scott (SAO): Likelihood:  If an instance of noncompliance has been identified, the likelihood of noncompliance is more than remote (at least reasonably possible because it happened).			Magnitude of Potential Noncompliance


Woelfle, Scott (SAO): Magnitude: evaluating the potential magnitude of noncompliance depends on its nature.  It can be based on the estimated rate or percentage of times it will likely occur; or as a percent of program expenditures it could affect; or percent of the population subject to the particular compliance requirement (e.g. number of particular transactions, contracts, reports, subrecipients, etc.).

In determining the magnitude of potential noncompliance, consider:
* Potential quantitative range of activity subject to the deficiency

* Potential quantitative range of noncompliance within that activity, considering the nature of the deficiency and any compensating controls including effect of entity-wide COSO elements.

* Any accumulating or compounding effects of noncompliance over time 

* Whether noncompliance resulted in questioned costs.

* Qualitative factors such as whether the noncompliance was intentional or a mistake, and whether it related to a fundamental or obvious compliance requirement or a nuance or interpretation, etc.

Use the I/C decision matrix to assess the significance of noncompliance using the following definitions:

Material = noncompliance met or exceeded a material level, or non-compliance could exceed a material level for the remaining untested population in the audit period

Less than material = Noncompliance did not rise to a material level; or noncompliance for the untested population would likely be immaterial.
			Quantitative Materiality Threshold (if applicable)


Woelfle, Scott (SAO): Include an amount if the control deficiency relates to an item of cost.  

This column does not need to be completed or you can enter N/A if the compliance requirement relates to a non-cash item (e.g. reporting, suspension and debarment, other Special Test compliance areas)			Control Deficiency, Significant Deficiency, or Material Weakness?


Woelfle, Scott (SAO): Use the control deficiency matrix and notes to classify this control weakness as it relates to the compliance requirement.  

If the control deficiency, individually or when aggregated with other deficiencies affecting the same compliance area, is considered a significant deficiency or a material weakness, then a finding must be included in the audit report.

The classification in this column should be consistent with the final control risk and reporting level proposed in the column to the right.			Prior audit issue? 
(If so, how was it reported?)			Criteria 


Woelfle, Scott (SAO): Criteria should refer to applicable code of federal regulations (CFR), such as Uniform Guidance, a particular law or regulation, or could be a grant agreement provision.			Notes or other relevant info about this issue, such as initial auditee response or technical support received (e.g. helpdesk request #)


DenAdel, Felicia (SAO): Including whether technical assistance was sought from the Single Audit Specialist, such as a helpdesk question, and/or awarding agency
			Team LOR suggestion


Woelfle, Scott (SAO): Reminder: A finding must be written if known and/or likely questioned costs exceed $25,000.

The LOR suggestion should be consistent with the final control risk, magnitude of potential noncompliance and identified deficiency.			Approvals


Bernard, Thomas (SAO): IMPORTANT: Please complete all team level reviews of this LOR prior to submittal to Program Manager for review.

















			


Scott Deviney: Relate the deficiency evaluation to TM issue #(s) for the issue or aggregated issues evaluated			


Woelfle, Scott (SAO): Enter the ALN number of the program or cluster.			


Shaw, Alisha (SAO): Shaw, Alisha (SAO):
If the condition is associated with COVID-19 awards, we are required to identify the COVID-19 awards in our findings.						


Bernard, Thomas (SAO): Enter the total annual  expenditures for the program or cluster from the final SEFA.			


Woelfle, Scott (SAO): Woelfle, Scott (SAO):
The answer in this field is one of the 12 compliance requirements.

Additionally, if the issue relates to Special Tests and Provisions, identify which one is involved.			


DenAdel, Felicia (SAO): Document the Final Control Risk Assessment (LOW/HIGH)
			


Bernard, Thomas (SAO): What is broken/what happened? Describe what went wrong. A control failed, was not designed properly, was not implemented correctly, no monitoring to ensure controls were operating effectively, etc.

If issue is compliance only, then explain (or reference WP explanation) why there is no control deficiency.			


Bernard, Thomas (SAO): Why is it broken/How did the condition occur? Because...usually tied to something missing from the control, something they did not do, did not know to do, was not aware of, turnover, lack of training… etc.

Best practice to ask the client why the control issue/noncompliance occurred.			


Bernard, Thomas (SAO): Detail the impact of the condition and questioned costs, as applicable. 

Include the number of items identified along with the dollar amount of cost spent, as applicable.

Effect of Condition - What is or could be the result of the control deficiency/noncompliance? Examples: loss of funding, repayment to grantor, without information the grantor cannot make funding decisions, questioned costs, etc..			


Woelfle, Scott (SAO): For instances of noncompliance without questioned costs, we will consider reporting a finding if the monetary value associated with the noncompliance exceeds 10% of total program expenditures or the noncompliance exceeds 10% of the activity associated with the compliance requirement.  Some requirements have both monetary and non-monetary elements.

Examples of monetary compliance requirements (dollar based):
Activities Allowed/Unallowed
Cost Principles
Procurement, except procurement procedures requirements
Program Income
School Food Accounts
Subrecipient Monitoring (could be both monetary and non-monetary)

Examples of non-monetary compliance requirements (activity based):
Suspension and Debarment
Prevailing Wage Requirements (Davis-Bacon Act)
Procurement procedures requirement only (did they have UG compliant procedures or not)
Assessment System Security
Verification
Graduation Rates
Housing Quality Standards
Subrecipient Monitoring (could be both monetary and non-monetary)			


Woelfle, Scott (SAO): 2 CFR §200.516 states that the auditor must write a finding when known and/or likely questioned costs exceed $25,000.  The auditor must also write a finding if questioned costs of that amount are identified for a program that's not a major program.

(3) ...Known questioned costs are those specifically identified by the auditor.  In evaluating the effect of questioned costs on the opinion on compliance, the auditor considers the best estimate of total costs questioned (likely questioned costs), not just the questioned costs specifically identified (known questioned costs).  

The auditor must also report known questioned costs when likely questioned costs are greater than $25,000 for a type 
of compliance requirement for a major program. In reporting questioned costs, the auditor must include information to 
provide proper perspective for judging the prevalence and consequences of the questioned costs.

(The last phrase means including information on the population, sample size and number of errors or noncompliance in a finding.)			


Woelfle, Scott (SAO): Likely questioned costs represents the projection of noncompliance to the entire population sampled.

2 CFR §200.516 states:
 (3) ... Known  questioned costs are those specifically identified by the  auditor.  In evaluating the effect of questioned costs on the  opinion on compliance, the auditor considers the best estimate of total costs questioned (likely questioned costs), not just the questioned costs specifically identified (known questioned costs). 

The auditor must also report known questioned costs  when likely questioned costs are greater than $25,000 for a type of compliance requirement for a major program. In reporting  questioned costs, the auditor must include information to  provide proper perspective for judging the prevalence and  consequences of the questioned costs.

(The last phrase means including information on the population, sample size and number of errors or noncompliance in a finding.)			


Woelfle, Scott (SAO): Likelihood:  If an instance of noncompliance has been identified, the likelihood of noncompliance is more than remote (at least reasonably possible because it happened).			Examples - Please use these as a guide when developing your LOR along with the LOR Reference Guide (linked above).  Delete these examples and this line after your LOR has been approved.


			Example 1 Monetary			20.205			No			No			$423,598			Allowable Costs/Cost Principles			High			The City did not have internal controls to ensure compliance with payroll documentation requirements.  It did not obtain sufficient documentation to support payroll and benefit costs charged to the program.  The City charged an estimate of employees' time to the program and did not require time sheets or a subsidiary record to support the actual time worked on the program as federal regulations require.			City employees said they misunderstood payroll documentation requirements and were not aware they could not charge costs to the program using an estimate. Additionally, they were not aware that records must show actual time worked on the program to support costs charged to the award.			All 10 employees the City charged to the program totaling $54,321 in salaries and benefits did not have any support available at the time of the audit, such as timesheets or subsidiary records documenting total activity on which the employees worked in the program.

Without proper records, the City cannot assure the awarding agency that $54,321 of payroll costs charged to the program were accurate or valid.  The City was not able to provide any alternative documentation that demonstrated costs charged to the program were allowable; therefore, we are questioning these costs.			54,321			54,321			0			More than Remote			Material			42,360			Material Weakness			No			2 CFR 200.430(i)			The City had some records (budget estimates), but did not address 100% of the employees' time.

City staff concurred payroll costs we identified were not adequately supported. City management said it will implement policies and procedures to address the issue.			internal control and compliance finding


			Example 2 Non-Monetary			84.027/173			No			No			$10,479,825			Suspension and Debarment			High			The District has an established process to use a procurement checklist that includes a requirement to verify the suspension and debarment status of contractors selected through the procurement process.  However, the process was not effective to ensure it verified the status for one of three contractors it paid $25,000 or more, all or in part with federal funds, during 2019. The District selected the contractor from a state purchasing contract and did not obtain a written certification, include a clause in the contract or review the SAM.gov website as required.			Because the District selected the contractor from a state purchasing contract, it did not use its procurement checklist for this purchase.  In addition, the District relied on the state agency's verification of the contractor's suspension and debarment status and was not aware of its requirement to verify the contractor's status itself before it entered into the contract.			The District did not verify the status for one of three contractors tested in 2019 before contracting.

Without this verification, the District increases it risk of awarding federal funds to contractors that are excluded from participating in federal programs.  Any payments the District made to an ineligible party would be unallowable, and the federal agency could potentially recover them.  The District subsequently verified the contractor was not suspended or debarred. Therefore, we are not questioning costs.			1 of 3 contracts (33% error rate)			0			0			More than Remote			Material			N/A			Material Weakness			No			2 CFR 200.180			Submitted helpdesk 12345 and determined District was required to verify the status when it selected the contractor from the state contract.			internal control and compliance finding


			Example 3 Monetary & Non-Monetary			21.023			No			No			$2,141,308			Subrecipient monitoring			High			The County provided funds to one subrecipient to administer COVID-19 assistance programs to County households. The County did not include all required elements in the subaward, and it did not perform a risk assessment and sufficiently monitor the subrecipient, as federal regulations require. 			County employees said they were not aware of all the elements that needed to be included in the subrecipient agreement. The County said the missing information was communicated to the subrecipient, but not in the agreement. 

The County has worked with the subrecipient for several years, and management and staff thought a risk assessment performed yearly, rather than for each subaward, would comply with federal requirements.  

Further, staff and management said they were not aware of the requirements for subrecipient monitoring for awards dependent on participant eligibility. Instead, they thought that reviewing detailed expenditure reports from the subrecipient was sufficient for complying with monitoring requirements. 			The County did not include required elements in its subrecipient agreement, such as the subrecipient’s unique entity identifier, the federal award identification number (FAIN), federal award date and the Assistance Listing Number (ALN).

The County also did not complete a risk assessment for this subaward.

By not performing adequate monitoring, the County cannot be sure that its subrecipient used federal funds appropriately. 
			$2,091,364 in federal funds passed through to its one subrecipient			n/a			n/a			More than Remote			Material			214,131			Material Weakness			No			2 CFR 200.332			The County could not provide evidence the required elements missing in the sub-agreement were communicated in other ways to the subrecipient (i.e. emails, meetings, etc.)

The County only reviewed a listing of households served each month (name, income, etc.) that was attached to the reimbursement request. No other monitoring to ensure beneficiaries were eligible was performed. The County has chosen not to perform the monitoring now either.			internal control and compliance finding


			Example 4 Non-Monetary			66.468			No			No			$1,068,499			Procurement			High			Although the Town has a written procurement policy, it does not conform to the most restrictive methods and thresholds for procuring architectural and engineering services. Additionally, the Town’s policy does not include other required procedures for procuring transactions, such as obtaining quotations for small purchases, piggybacking, contract cost and price analysis, bonding requirements, and more.

Additionally, the Town's established conflict of interest policy does not conform to federal regulations because it does not include the following elements:
  - The officers, employees, and agents may neither solicit nor accept gratuities, favors, or anything of monetary value from contractors or parties to subcontracts.
  - Disciplinary actions for violations of such standards.			Town employees said they were unaware of the requirement to update the Town's written policies and procedures to conform to federal procurement standards and to include all elements of the standards of conduct required in federal regulations.			Although the Town's policies did not conform to Uniform Guidance, our testing found the Town complied with federal requirements for competitive solicitation of a public works contractor and architectural and engineering services. However, without updated written procurement and standards of conduct procedures, the Town is at greater risk of noncompliance with following the most restrictive procurement procedures and standards of conduct requirements when procuring contractors paid all or in part with federal funds.  			Non-monetary			n/a			n/a			More than Remote			Material			N/A			Material Weakness			No			2 CFR 200.318						internal control and compliance finding


			Conclusion: We have documented our consideration and determination of level of reporting for single audit issues.








http://saosp/GeneralInfo/AuditorRefGuide/Pages/Subject-Matter-Experts.aspxhttp://saosp/GeneralInfo/AuditorRefGuide/PG/Single%20Audits%20under%20Uniform%20Guidance.docxhttp://saosp/GeneralInfo/AuditorResources/Documents/Single%20LOR%20Notes.docx


SA IC Matrix


			Decision Matrix for Single Audit Internal Control Deficiencies


			Likelihood of Noncompliance			Magnitude of Potential Noncompliance


						Less than Material			Material


			Remote			Control deficiency

(Control risk is LOW)			Control deficiency

(Control risk is LOW)








			More than Remote 

(at least reasonably possible)			If the deficiency does not meet the criteria below for a significant deficiency: 

Control deficiency

(Control risk is LOW)
			Assess control risk as HIGH and report a finding
for a Material Weakness if
the control deficiency(ies) did, or could (refer to Note 3 below), lead to noncompliance of 10% or more of total grant expenditures (quantitative) OR the non-monetary activity (quantitative) (refer to Note 1 below)


						Assess control risk as HIGH and report a finding for a Significant Deficiency if:

(1) the control deficiency(ies) did, or could (refer to Note 3 below), lead to noncompliance between 5%-10% of total grant expenditures (quantitative) OR the non-monetary activity (quantitative) (refer to Note 1 below), and

(2) the grantor, inspector general, and/or the public views the issue as being important and would expect corrective action to be taken (qualitative).  (Refer to Note 2 below.)



			Note 1:  Refer to the rowd in the materiality procedure step.  Control deficiencies related to compliance 


			requirements which do not have monetary values, such as reporting, may be reported as findings 


			due to quantitative or qualitative characteristics that are non-monetary in nature (since these


			 requirements do not have an expenditure impact).  








			Note 2:  It is unlikely that the federal agency or inspector general would not expect corrective action


			to be taken for an internal control deficiency or noncompliance.





			Note 3: If you have tested 100% of the population, "could" is moot.








Menus


			This tab contains the options for drop-down menus


			AC Level of Reporting


			Finding


			ML


			Exit Item


			Verbal


			FS/SA Level of Reporting


			Finding - Material weakness


			Finding - Significant deficiency


			ML


			Exit Item


			Verbal


			Potential Effects


			Material


			Significant


			Insignificant


			Issue Category


			Accounting/Financial Reporting


			Accounts Payable Disbursements                                         


			Annual Report Filing


			Apportionment (ALE)


			Apportionment (Enrollment)


			Apportionment (Staff Mix)


			Apportionment (Transportation)


			Authority


			Billings/Receivables


			Budget Compliance


			Cash Receipting


			Conflict of Interest and Ethics


			Contracts/Agreements


			Debt/Covenants


			Disposition of Property


			Donations/Fundraising


			Financial Condition


			Grants (Federal)


			Grants (State/Local)


			I-937 Energy Conservation


			I-937 Renewable Energy


			Insurance/Risk Management


			Interfund Transactions/Balances


			Investments/Deposits


			IT Controls


			Open Public Meetings                                                  


			Other


			PA - Compliance


			PA - Internal Controls


			PA - Program Effectiveness


			PA - Prospective Analysis


			Payroll and Personnel                                                    


			Procurement (Bidding/Prevailing Wage)


			Purchase Cards/Procurement Cards


			Records Retention


			Restricted Funds


			Retirement Census Data


			Safeguarding of Assets/Property


			Taxes/Assessments


			Travel and Employee Reimbursements








Reporting Level Matrix











LOR workflow


			Approval workflows for Level of Reporting 


			All LORs should go through team level review prior to AD/PM review.


			AC			FS			SA			Area:			LOR Approval:


			X			X						Timely annual report filing			Manager of Local Government Support team


						X						Local team college, university  and Commission financial statement audits, and financial condition issues			Team's assigned Assistant Director in conjunction with the State Assistant Director


			X			X						Financial condition issues, even in an accountability audit			Team's assigned Assistant Director


			X			X						Risk pool/self insurance issues either on risk pool audits, or when auditing self insurance for other entity types			Risk pool/Self Insurance Program Manager


			X			X			X			IT or cybersecurity related recommendations			Assistant Director of IT Audit


			X			X			X			Recommendations caused by, allowed by, or otherwise concerning weaknesses in a common IT system			Subject area Program Manager in conjunction with Assistant Director of IT Audit


			X									All other accountability areas			Subject area Program Manager, if applicable


						X						All other local team financial statement audits			Team's assigned Assistant Director


									X			Single audit issues			Single Audit Program Manager
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APPENDIX 5: Sole Source Control Deficiency and Non-
Compliance Evaluation
Use the following decision tree (also available on the Procurement Resources page) to help determine level of

reporting for contract sole source control deficiencies and identified non-compliance. Check with your supervisor
if you're unsure about judgements about significance or for difficult or unusual circumstances.

Did the enmy pur:has.e.anﬂ.hlr‘ o e .
above their competitive bid B g
threshold through ciaiming sole JCHENE oS
source?

understanding controls

In compliance, no
reparting necessary

Items to consider: Did the entity draft legitimate specifications that
Is there evidence of can only be met by one wendor? Did the entity document that product
he entity's reasoning| | Meetings its specifications is only availablz from a specific vendor?
for clsiming sole {NOTE: brand specification is not the same as sole source) Did the
<ourea? entity consult with their attorney before letting the contract? Did the
entity consider if federal awards funds were us=d for the purchase? If
so0, are federal requirements more restrictive than state or local
requirements? If so, did the entity follow federal requirements?

| Magnitude of noa-
campliance in current
audit periad?

No

Was nea-campliance faund? If o,
what & the magnitude of non-

In determining

compliance in current sudit significance/materi
period? ) "'"7 of i“"‘f Less than Significant/
l 1 \ identified, consider significant Matrerial
who showld about
Less than Significant/ No the issue?
significant Material
Sze Audit Policy 2310 and Ses Audit Policy 2310and
the Reporting Level Matrix the Reporting Level Matrix
for factors to considzr for factors to consider
Remember:
Dedsicn to be
made with

In compliance, no

repocting necessacy

This flowchart is intended to be used by the State Auditor’s Office staff. Information presented in this document does not
represent policy or legal guidance. Guidance in this flowchart is subject to change. Effective December 2017,
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Sole Source refers to purchases (procurement of equipment, materials and/or supplies, except when in connection
with a public works project) that are clearly and legitimately limited to a single sole source of supply. Competitive
bidding requirements may be waived by the governing body for sole source. RCW 39.04.280

Sole source situations - in which there is literally only one source available for purchasing the materials, supplies
or equipment needed - should rarely occur. Entities using this exception must be able to demonstrate that the
purchase is clearly and legitimately limited to a single source such that bidding the purchase would be useless
and futile.

e The entity must be able to draft legitimate specifications that can only be met by one vendor.
e The entity must document that a product meeting its specifications is only available through a single
vendor.

e Used items may legitimately be considered a sole-source purchase. Note: All "used" equipment purchased
with full factory warranty shall be purchased as new equipment [see AGM 1998 No. 40, dated 12/1/98].

e Since statutes do not recognize local preference policies, a municipality cannot define a purchase as sole
source because there is only one vendor within its boundaries.

If a sole source exception is used, the entity should still make reasonable efforts to ensure that it is receiving the
lowest price and best terms from the vendor.

Under RCW 36.29.140, State Agencies have additional requirements through DES that must be followed.

With the exception of Port Districts and Facilities Districts, Personal Services and Purchased Services do not have
competitive requirements under state laws and regulations. However, if federal funds are used to pay for the
purchasing, federal procurement guidelines must be followed.

Please note that federal requirements and thresholds for using non-competitive or sole source justifications may
vary from state regulations. Use of federal grant funding indicates federal guidelines for procurements are followed
including for personal and purchased services.








image3.PNG


General Framework for Deciding Reporting Levels for Identified Audit Issues
(Applicable for financial statement, single, accountability and assessment audits, and attestation engagements where applicable) (a)

Charact Significance/Materialty of Audit ] ikely To Lead t
aracteri fgnificance/Materiality of Audi Who Should Know | Action Requested ! ikely To Lead to
Issues Identified e s Follow-Up Action | Bigger Problems
During the Audit Period (a) i Y
Reporting Level (b]
Significant deficiencies and material Management and
weaknesses in internal controls; Board
misappropriation; material abuse or Take Corrective | Follow-up nextaudit | a4y 4 pig
Findings pproprition; materal b (discussed atexit | ActiontoRemedy |  Repeat ifissue not adyat
i g conference] the lssue corrected problemt
regulations, contracts or grant Also made publicfor
agreements report users
Control deficiencies, non-compliance | Management and eolonap et audt
or abuse, but with a less-than- Governing Board Take Corrective
Management Repeat ifissue not
(ronag material effect on financial ActiontoRemedy | RePeRtiTisenot ves
statements or other issues (discussed at exit the Issue making  findin
significant to the audit objectives conference) g g
‘Management
Insignificant/immaterial control Consider during the next
: deficiencies or non-compliance as | (discussed at pre-exit audit. Evaluate if
Exit It Address the | Possibl
it tems related to the financial statements | meeting; referenced but ressthelssue | qditional reporting is ossibly
or audit objectives generally not discussed at necessary.
exit conference)
Audit enti i
Inconsequential, immaterialand | AUt entity supervisor or
department staff; maybe
isolated errors o uncertainties;
Management Something to
Verbal Comments | minor process improvements or Not followed up No
(informally Consider
observations
communicated during
the audit)

(a) For financial statement and single audits and certain attestation engagements, reporting levels are based on the issues identified/agency responses to
them at the end of the audit period. For state and local accountability audits, reporting levels also will consider agencies’ verified responses to identified
issues through the report date.

(b) Judgment factors that could come into play in deciding at what level to report an audit issue include the likelihood or magnitude of the issue, whether it
‘was intentional or accidental, whether it was systemic or isolated, management’s responsiveness in correcting issues identified in previous audits, and
uncertainty about the audit criteria. For accountability audits where we verified the agency corrected the identified issue during the audit, we should
acknowledge the issuelexisted and was corrected, and may consider reducing the level of reporting.

(Effective 4/9/15)













Marichalar Leave Audit 2021 - May 2022_FINAL_3-15-23.xlsx

Final 00776382_Marichalar_TAB#1


			PBC


			Scope: DOC Payroll completed this spreadsheet to show leave balances, leave submitted in HRMS, time cards submitted and resulting modifications to the subject's leave balance accruals. See comments in cells from DOC payroll indicating changes made to HRMS to reflect LWOP for leave the subject took that he was not entitled to. We added to these comments to show how we substantiated the amounts. See blue highlighted columns for recalculations and "SUMMARY" tab for detailed auditor conclusions.


			Conclusion: We determined that from January 1, 2021 through December 31, 2022, the subject failed to submit leave slips and time cards as required. This resulted in the subject being paid for 303.2 hours he was not entitled to, amounting to an overpayment of $8,801.26. See issue here: [                                  ]





												In HRMS			NOT in HRMS												M - F 5/8s


			2021


												Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun						Auditor Recalc Check


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jan			Sick			14.50000															(8.00000)


tc={F6084B60-9208-4B94-85FC-48AE17C0A823}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS and in the approved Timecard in TCS.
Reply:
    Tied to Timecard (Working Notes Tab #2 at B.1.6) and HRMS (Attachment #22 at B.1.4)																																	8.00000


												14.50000			14.50000			14.50000			14.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000


						Vacation			10.26678																																																14.66667									(8.00000)


tc={04F42375-032A-4419-8CCA-ABA63B7AA93C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.
Reply:
    Jan 19-21 tied to timecard and HRMS			(8.00000)


tc={FAF181B7-470D-422C-A1F5-702AF8064C01}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.			(8.00000)


tc={5D8D03A6-D8B4-4137-BA04-EEC10815375F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.			(0.90000)


tc={797582DA-3169-4198-850E-AD9C709D9F08}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflects 8.0 of leave on this date however, nothing has been submitted in HRMS
Reply:
    Charge to match approve TCS Timecard
Reply:
    Entered in HRMS (9003 - Vacation Leave) 0.9 hours
Reply:
    Tied to timecard and HRMS.


												10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			10.26678			24.93345			24.93345			24.93345			16.93345			8.93345			0.93345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345


						Pers Hol			8.00000


												8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000


						Comp 			0.00000																																																																																																																					Annual Salary			$   74,604.00			Ties to attachment #13


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																																																					(7.10000)


tc={1950D217-52AD-4B48-8134-E0C042AEC7D2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 7.1 hours									(8.00000)


tc={940B632D-8528-43C1-817F-2686DD6D0EF2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={B46114A6-6B53-4F13-9A58-9697A26483C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={94CEFDCB-B34F-4727-AA08-4DB61C6C2A2A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={7B37BEE5-DAEF-440D-8347-98802A0826AA}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours												(39.10000)			Y																		3,108.50			80			39.1			1,519.28





												Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Feb			Sick			14.50000																														(8.00000)


tc={C98B2B2B-606C-466C-9113-43E1FD0A41C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This day of leave was on the approved timecard and is in HRMS
Reply:
    Ties to timecard and HRMS.															8.00000


tc={3E0CE60D-775A-4134-9805-134E28240922}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflects 8.0 of leave taken but it is not in HRMS. also accrued 8.0 hours.
Reply:
    Presidents Day Holiday - No leave needed. Accrued 8 hours of sick leave.
Reply:
    Ties to Timecard and HRMS												(1.50000)


tc={371FA2BB-2603-4B88-A852-A724DE11C838}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    1.5 hours of leave on approved timecard, but nothing was ever submitted in HRMS
Reply:
    Entered in HRMS (9048 - Sick leave) 1.5 hours
Reply:
    Ties to Timecard and HRMS																					(8.00000)


tc={0471C215-8530-4B52-A5DF-3649020A6A73}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    this date was on the hand written note, and was on the approved timecard, and was submitted in HRMS
Reply:
    Ties to Timecard and HRMS																																										Auditor Recalc Check			38.86			1519.28


												14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			6.50000			6.50000			6.50000			6.50000			6.50000			14.50000			14.50000			14.50000			14.50000			13.00000			13.00000			13.00000			13.00000			13.00000			13.00000			13.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000


						Vacation			0.03345																																													14.66667


												0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			0.03345			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012


						Pers Hol			8.00000


												8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y





												Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Mar			Sick			5.00000																																													2.00000


tc={E233774F-5727-4B6D-AADA-0BE9EF102EF3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    6.0 hours of leave is on approved TCS TC and entered in HRMS.  The 8.0 hours accrual was also earned on this day.
Reply:
    Tied to Time card and HRMS at Attachment #9


												5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			5.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			14.70012																																													14.66667			(8.00000)


tc={31E29974-00CA-4F8F-96AE-75600C91A1F5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS
Reply:
    3/16 and 3/17 Ties to Timecard and HRMS. Timecard never submitted.			(8.00000)


tc={02F07CBE-8201-4575-BAF2-A23C07FDA7F0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS																																							(8.00000)


tc={0C203275-082E-430B-814F-1D82CAF11189}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS not yet indicated on the "InWork" TC.
Reply:
    Ties to Unsubmitted Timecard and HRMS.


												14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			29.36679			21.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			5.36679			5.36679			5.36679


						Pers Hol			8.00000


												8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y





												Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Apr			Sick			7.00000																																																8.00000


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			5.36679																																																14.66667
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												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			Per Tab #2, "Mr. Marichalar has not even started a timecard between the dates of 04/01/2021 and 03/15/2022". Per HRMS report, no leave submitted during April. Per Mr. Marichalar, he thought he was no longer required to submit timecards when he was reassigned to the Mailroom March 29, 2021.
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			May			Sick			15.00000																																																8.00000
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						Vacation			20.03346																																																14.66667									(8.00000)


tc={F52E020C-F465-4B0C-BFA0-4F02983301F5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS			(8.00000)


tc={0B07FC3A-1478-4486-8DD0-30A2C836AA6A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS
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						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jun			Sick			23.00000																																																8.00000
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						Vacation			18.70013																																																14.66667
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						Pers Hol			1.00000			(1.00000)


tc={893CBC54-C599-4DD4-BBD8-A2EBD1F9495C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jul			Sick			31.00000																																																8.00000															(8.00000)


tc={A0364CC0-6485-4D66-BB62-4F84A9699572}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    7/21-7/23 Ties to HRMS			(8.00000)


tc={44BED761-4988-436F-8FA9-07D9CDAF9030}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS			(8.00000)


tc={A5A9C2D7-D05C-441C-8410-AA7E1AA76B74}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS


												31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			39.00000			39.00000			39.00000			39.00000			39.00000			31.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			33.36680																																																14.66667												(8.00000)


tc={AE11E42A-C897-4ACC-A2E6-78D6C8481677}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS


												33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			48.03347			48.03347			48.03347			48.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Aug			Sick			15.00000																																																8.00000


												15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000


						Vacation			40.03347																																																6.66667


tc={A8A6FA9A-8E2A-4396-A887-283D49894599}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 hours in HRMS, also accrued 14.66667 on this day
Reply:
    Ties to HRMS


												40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Sep			Sick			23.00000																																																8.00000																																	(8.00000)


tc={7D267378-2A3F-4148-A31D-9BEC60FB5303}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS


												23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000


						Vacation			46.70014																																																14.66667												(8.00000)


tc={6DA1A9DF-37D5-486C-AA25-C11FF019C694}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS						(8.00000)


tc={3C465B1B-24DE-44CF-885A-72AE1933EE3E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS


												46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			61.36681			61.36681			61.36681			61.36681			53.36681			53.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Oct			Sick			23.00000																																																8.00000


												23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000


						Vacation			45.36681																																																14.66667						(8.00000)


tc={85700DEC-3ABA-4A95-9183-EE0FE0E8F222}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS


												45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			60.03348			60.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Nov			Sick			31.00000															(8.00000)


tc={14BBA5D8-9D8B-463C-B940-3EF10AFB8600}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 - Sick leave) 5 hours
Reply:
    Ties to HRMS. Reportedly was absent from work per Supervisor Wayne Crowell, see attachment #8. Per interview, "I based the list of dates of his absences on the days he did not pick up his tools".																														(8.00000)


tc={02332FBC-1070-4AA0-BA17-E8E1600EE1C8}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			8.00000			(8.00000)


tc={BEF9CA61-4874-4577-8224-31356ABD3C39}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																					(8.00000)


tc={1C4850C0-0389-4B84-B482-F7AF90702FE1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												31.00000			31.00000			31.00000			31.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			15.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			52.03348																																																14.66667																																										(8.00000)


tc={474530E4-72F3-4F05-BC03-61D548E75780}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9003 - Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			58.70015			58.70015			58.70015


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Dec			Sick			7.00000																																																8.00000												(8.00000)


tc={5B06ABC1-B371-434F-8AF4-4F7BBC1E8DF9}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			58.70015						(8.00000)


tc={76207ED6-A75B-44B9-BFB1-598E92797082}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor. Did not submit leave slips in December			(8.00000)


tc={3BE03E08-7101-4C63-90EF-262013D063EE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS and Reported Absence from Supervisor																		(8.00000)


tc={DA388050-4F2C-4BDC-A90C-A4D649B1AC92}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor															(8.00000)


tc={AB390462-D65F-4B09-BD0A-C2D033407000}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor						14.66667																					(8.00000)


tc={B2D4FDA1-6CFE-474B-80BB-19C0D7C1255E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												58.70015			50.70015			42.70015			42.70015			42.70015			42.70015			42.70015			42.70015			34.70015			34.70015			34.70015			34.70015			34.70015			26.70015			26.70015			41.36682			41.36682			41.36682			41.36682			41.36682			41.36682			41.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted








			2022


												Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jan			Sick			7.00000																																																						8.00000			(8.00000)


tc={F08CC1AA-66C3-42E4-A8A1-A3D0540C352B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			33.36682									(8.00000)


tc={6B10E0F9-357A-41EA-AB1C-6D85E33256F1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor. No leave submitted in HRMS in January						(8.00000)


tc={69F52DF5-D5EE-46C4-BB32-1AB8951C99FE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={8D3620F1-5B9D-40A4-8B86-6578A735F4C5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={DB097D21-26FA-46D6-B08D-E8B3E9F58524}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									(1.30000)


tc={31F37BF2-2BD1-402C-AFA0-1061680D0B91}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 1.3 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																								14.66667									(8.00000)


tc={2AD0594C-4C67-49B6-BF1B-AB41A47902D5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									(6.70000)


tc={31B4F629-3A27-47E7-991B-F79ACDA20055}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 - Vacation Leave) 6.7 hours


												33.36682			33.36682			25.36682			25.36682			17.36682			9.36682			1.36682			1.36682			1.36682			0.06682			0.06682			0.06682			0.06682			0.06682			0.06682			0.06682			0.06682			14.73349			14.73349			14.73349			6.73349			6.73349			6.73349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																	(6.70000)


tc={07CB7488-6FF0-4E97-9F0F-E979D4BC57D3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 6.7 hours						(8.00000)


tc={4CB5FB5E-F892-4CF2-9157-410C91BBDDB2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																																				(1.30000)


tc={2312E8A7-473F-49C5-B212-EEC37AF36147}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1.3 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={8A10B0D3-AFB2-4665-8A24-ACCDE8D8FA70}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={B36E082D-61AE-4207-B9C6-BFE6497EBE36}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={DEF28192-2B7C-49F1-B4A6-699B0B177CE4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={7376FFB3-37DD-4211-9156-86090D1F76B2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									(6.00000)


tc={16762C71-0414-462B-8C09-1DD40324A493}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22
Reply:
    Entered in HRMS (9033- LWOP) 6 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(54.00000)			Y			3,108.50			80.0			14.7			571.19						3,108.50			88			39.3			1,388.23





												Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal									Auditor Recalc			38.9			571.19									Auditor Recalc			35.3238636364			1,388.23


			Feb			Sick			7.00000																																																																								8.00000


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			0.03349																																																																								14.66667


												0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP						(8.00000)


tc={C83A5BF5-3C5F-47B2-9097-02BB4F118EB5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence. No leave submitted in Feb			(8.00000)


tc={9564753C-AFD6-43C5-BD2A-49CEC474BD0F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			(8.00000)


tc={035A4344-AF51-4A06-996C-D99721227850}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			(8.00000)


tc={47AA5161-E6B7-49FF-BA3C-82B1C37D7E8C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence									(8.00000)


tc={C080B419-4AB9-4461-A4CE-FF20EE06A179}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			(8.00000)


tc={D57FA959-F8BC-4981-B476-FDB15A8C5D2B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence									(2.30000)


tc={50CA46E6-FAFE-45CF-BEFE-2714DD3BCBD3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22
Reply:
    Entered in HRMS (9033 - LWOP) 2.3 hours
Reply:
    Ties to HRMS and Reported Absence																																																															(50.30000)			Y			3,108.50			88.0			50.3			1,776.79





												Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal									Auditor Recalc			35.3			1,776.79						End of Noted Investigation Period (October 2021 through February 15, 2022)


			Mar			Sick			15.00000																																																8.00000																																																																					Investigators note allegation 1 in final report is misleading in reported hours missed, days failed to submit leave and misappropriation amount: See tab "Summary"


												15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000


						Vacation			14.70016																																																14.66667


												14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted


																																																																											Tie


												Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Apr			Sick			23.00000																																	(8.00000)


tc={A7F6F7E6-C243-417C-BF95-31AAEB475912}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    on approved timecard and submitted in HRMS
Reply:
    4/11-4/12 Ties to Timecard and HRMS			(8.00000)


tc={513BE03A-5FD2-457F-B3EF-EE4A2C462291}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    on approved timecard and submitted in HRMS												8.00000												(8.00000)


tc={70930505-1CD3-484C-969C-597B36314E01}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Ties to HRMS


												23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			15.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			29.36683																																																14.66667									(1.50000)


tc={87D84CB6-27E6-4E32-B41E-1D4A95706902}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave was submitted in HRMS
Reply:
    Ties to HRMS


												29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			44.03350			44.03350			44.03350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																																																		(8.00000)


tc={7BECECCB-9F61-44C2-AB69-37610A2239A0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS			(8.00000)


tc={85AE3AF7-0ED3-418A-A51C-9992AAFFFB2F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Date not indicated as absent. Question.															(8.00000)


tc={319A8DFD-748C-4A5D-B7C6-3753B57B37AB}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave have been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS						(8.00000)


tc={4D451F43-9938-4413-BA0C-DD9C25828870}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This date is indicated on the "InWork"  Timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS									(32.00000)			N																		1,862.50			80			32			745.00





												Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal																					Auditor Recalc			23.28125			24


tc={075709F2-B9E0-4D0C-8163-ADA048F75DFF}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Could not substantiate leave taken on 4/22 based on attachments provided in report. There was no time card submitted, no leave submitted in HRMS, and no indication from supervisors that he was absent this day.
Reply:
    DOC agrees this day was included in error.			558.75


			May			Sick			7.00000																																										8.00000												(6.80000)


tc={CCF70ACC-EB97-4C6E-B10C-25201AB70490}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 6.8 hours			(1.20000)


tc={C2DB21E5-F67A-44DD-8E50-773C938843E6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - sick leave) 1.2 hours


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			8.20000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			42.53350						(8.00000)


tc={560B921D-79C4-4DAF-B44D-C1D85D96137A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    5/2-5/3 and 5/5 and 5/6 ties to Timecard and HRMS			(8.00000)						(8.00000)			(8.00000)									(8.00000)


tc={CAE9A87D-CB58-403A-9DF4-D69F0A522B49}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to Timecard and HRMS															14.66667						(8.00000)


tc={67E153B6-C222-401F-A1B3-A3665AA91814}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    5/16-5/20 ties to leave submitted and approved in HRMS. Exceeds available balance. Not on timecard.			(8.00000)			(1.20000)


tc={A183E48E-F338-4D6E-B1ED-52AC05258DC2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9006 - Vc Lv in lieu of sick) 6.8 hours


																																																																																										


tc={319A8DFD-748C-4A5D-B7C6-3753B57B37AB}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave have been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS						


tc={4D451F43-9938-4413-BA0C-DD9C25828870}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This date is indicated on the "InWork"  Timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS			42.53350			34.53350			26.53350			26.53350			18.53350			10.53350			10.53350			10.53350			2.53350			2.53350			2.53350			2.53350			2.53350			17.20017			17.20017			9.20017			1.20017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																																												(6.80000)


tc={640C3A2D-FF46-4FE2-87E7-C0D020D2F526}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 6.8 hours			(8.00000)


tc={A53DA65A-2B7C-4695-A1EF-A3F8F1563186}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours									(8.00000)


tc={618D5A44-EAAC-4513-89A1-180D47EF500B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours
Reply:
    5/23- 5/24 Ties to HRMS			(8.00000)


tc={3C18FFDD-1AC6-48F0-86EA-1CAFCA9C9366}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours			(6.00000)


tc={99CA9C9F-4F21-4E56-AC34-82C69C80FEA0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Originally entered and submitted through MyPortal (9006 - vc Lv in lieu of sick) 6 hours. Re-entering in HRMS to match entry.
Reply:
    Originally approved in HRMS, then rejected.			(0.50000)


tc={07091586-740B-4432-8A66-627DEF653A75}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 0.5 hours
Reply:
    Ties to HRMS			(8.00000)


tc={283D2E0F-F614-4F2B-B3A4-50A96A3EA3AE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours
Reply:
    Ties to HRMS															(45.30000)			Y																		1,862.50			96			45.3			878.86





												Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal																					Auditor Recalc						19.4010416667			878.87


			Jun			Sick			7.00000																																																			8.00000																																																																											Rounding


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			0.00017																																																			14.66667																														(3.00000)


tc={700F3ADF-5B6A-4D77-9990-E03E81151D75}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS


												0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684


						Pers Hol			1.00000																																																			(1.00000)


tc={4E2428F5-A596-44AC-ADF9-EE29FB4BAFC8}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP												(1.00000)


tc={496F6307-0E76-4795-8F93-032F8B9693DA}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1 hour
Reply:
    Ties to HRMS																																																


tc={640C3A2D-FF46-4FE2-87E7-C0D020D2F526}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 6.8 hours			


tc={A53DA65A-2B7C-4695-A1EF-A3F8F1563186}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours			(8.00000)


tc={176FE300-8C65-4E20-8949-2AB0AE87F956}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS			


tc={C509AD1B-5FE9-4023-96BA-090D9B9BD216}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This was a holiday so the timecard indicated leave on this day no accrued leave would be used																					(8.00000)


tc={C31B0C28-F11F-4498-A4DF-1D36FA2F4E28}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS																																													


tc={618D5A44-EAAC-4513-89A1-180D47EF500B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours
Reply:
    5/23- 5/24 Ties to HRMS			(2.00000)


tc={17D9D7D8-8D92-4F4D-B065-F83D1FB56060}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 2 hours
Reply:
    Ties to HRMS																																													


tc={3C18FFDD-1AC6-48F0-86EA-1CAFCA9C9366}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours			


tc={F6084B60-9208-4B94-85FC-48AE17C0A823}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS and in the approved Timecard in TCS.
Reply:
    Tied to Timecard (Working Notes Tab #2 at B.1.6) and HRMS (Attachment #22 at B.1.4)																																																												


tc={99CA9C9F-4F21-4E56-AC34-82C69C80FEA0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Originally entered and submitted through MyPortal (9006 - vc Lv in lieu of sick) 6 hours. Re-entering in HRMS to match entry.
Reply:
    Originally approved in HRMS, then rejected.			


tc={4E2428F5-A596-44AC-ADF9-EE29FB4BAFC8}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS																											


tc={07091586-740B-4432-8A66-627DEF653A75}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 0.5 hours
Reply:
    Ties to HRMS			


tc={283D2E0F-F614-4F2B-B3A4-50A96A3EA3AE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours
Reply:
    Ties to HRMS			(3.50000)


tc={D2A5C564-E15A-4F22-9942-42D1BE925AA6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 3.5 hours
Reply:
    Ties to HRMS																																																																																				


tc={075709F2-B9E0-4D0C-8163-ADA048F75DFF}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Could not substantiate leave taken on 4/22 based on attachments provided in report. There was no time card submitted, no leave submitted in HRMS, and no indication from supervisors that he was absent this day.
Reply:
    DOC agrees this day was included in error.			(22.50000)			Y			1,862.50			88.0			22.5			476.21





												Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun									Auditor Recalc						21.2			476.21


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jul			Sick			15.00000																																																						8.00000			(8.00000)


tc={6BB2CBC8-FC52-4D2D-8BC2-ADD63002FC0F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS


												15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			11.66684																																	(8.00000)


tc={FA5CEED8-B475-415F-99DA-E03F654596FE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS																																																


tc={700F3ADF-5B6A-4D77-9990-E03E81151D75}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS			


tc={0A785F9F-419A-4E44-A068-8372E96A2015}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Hand written note from Dr. Rainey indicates that Donicio was late however, no leave was submitted for this date and Dr. Rainey approved the Timecard in TCS with no leave noted for 01/14/2021.  Additionally, no one is able to provide me times.  Therefore, I have not refelcted any leave on this date.
Reply:
    Per Ghazal, Zainab - No leave will be charge on this date.
Reply:
    Tied to Timecard and HRMS. Not included in misappropriation amount.			(3.60000)


tc={1408AB51-AA26-4D2F-8712-B234EA043701}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick leave) 3.6 hours												14.66667						(8.00000)


tc={7EF9C3DB-6385-457F-8365-3CB8F541B1C9}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    7/20 - 7/21 ties to HRMS			(1.00000)


												11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			3.66684			3.66684			3.66684			0.06684			0.06684			0.06684			0.06684			14.73351			14.73351			6.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																													(0.90000)


tc={BD3F4128-0F75-4B35-8125-9B913F927736}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 0.9 hours
Reply:
    Ties to HRMS (submitted leave for 4.5 hrs)																																																						(0.90000)			Y			2,179.50			88.0			0.9			22.29





												Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal						Auditor Recalc						24.8			22.29


			Aug			Sick			15.00000						(2.30000)


tc={A0E10879-98BC-4C38-B161-F833833A8FA4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - sick leave) 2.3 hours

Reply:
    August leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5			(5.70000)


tc={23D07260-520A-4CFB-960D-32BDA91F8C82}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - sick leave) 5.7 hours																																										8.00000																		(8.00000)


												15.00000			12.70000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			5.73351						(5.70000)


tc={42D1FEBD-77B2-4BBB-841F-7C203EA6A571}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9006 - Vac Lv in lieu of sick) 5.7 hours																																																			


tc={6BB2CBC8-FC52-4D2D-8BC2-ADD63002FC0F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS			


tc={ABDB92D8-44C8-4EF6-A8BE-2E77C2F495D5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This was a holiday so the timecard indicated leave on this day no accrued leave would be used
Reply:
    Tied to Timecard						


tc={7EF9C3DB-6385-457F-8365-3CB8F541B1C9}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    7/20 - 7/21 ties to HRMS			


tc={04F42375-032A-4419-8CCA-ABA63B7AA93C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.
Reply:
    Jan 19-21 tied to timecard and HRMS			


tc={FAF181B7-470D-422C-A1F5-702AF8064C01}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.			


tc={BD3F4128-0F75-4B35-8125-9B913F927736}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 0.9 hours
Reply:
    Ties to HRMS (submitted leave for 4.5 hrs)																					


tc={5D8D03A6-D8B4-4137-BA04-EEC10815375F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.			


tc={797582DA-3169-4198-850E-AD9C709D9F08}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflects 8.0 of leave on this date however, nothing has been submitted in HRMS
Reply:
    Charge to match approve TCS Timecard
Reply:
    Entered in HRMS (9003 - Vacation Leave) 0.9 hours
Reply:
    Tied to timecard and HRMS.			


tc={C98B2B2B-606C-466C-9113-43E1FD0A41C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This day of leave was on the approved timecard and is in HRMS
Reply:
    Ties to timecard and HRMS.																					14.66667						(8.00000)																					(6.70000)


tc={6D86DA9F-39AD-44F2-9B4C-D568A3AEA010}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9006 - vac lv in lieu of sick) 6.7 hours
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						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP												(2.30000)


tc={13785ECE-4E9E-41CC-AD93-6BCF2A3C3DDC}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 2.3 hours																											


tc={27ECC847-522D-427D-B321-E55014333DBF}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    1.0 of leave reflected on timecard is in HRMS as Inclement Weather.
Reply:
    Ties to Timecard and HRMS			(8.00000)


tc={6E6141C4-E20A-4A0E-9348-816763424957}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours																																																															


tc={C6CDC34F-1D96-48A5-B66C-C7BD806075C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflect 8.0 hours of leave but nothing in HRMS
Reply:
    Charge to match approve TCS Timecard
Reply:
    Jan 25-28 Tied to Timecard and HRMS			(8.00000)


tc={56DA01E1-3B90-467A-B528-300B8D37E947}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours																																																															


tc={A6B40F1E-D44B-4EA5-807E-50CD0088E30E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflect 8.0 hours of leave but nothing in HRMS
Reply:
    Charge to match approve TCS Timecard			


tc={E54C9F59-59BC-47D9-9534-BA8416E31669}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflect 8.0 hours of leave but nothing in HRMS
Reply:
    Charge to match approve TCS TimecardCharge to match approve TCS Timecard			


tc={3E0CE60D-775A-4134-9805-134E28240922}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflects 8.0 of leave taken but it is not in HRMS. also accrued 8.0 hours.
Reply:
    Presidents Day Holiday - No leave needed. Accrued 8 hours of sick leave.
Reply:
    Ties to Timecard and HRMS																																							


tc={21808D2A-B9C4-4130-ABED-BC911D96377D}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflect 8.0 hours of leave but nothing in HRMS
Reply:
    Charge to match approve TCS Timecard			


tc={3F12F194-EA71-46E4-A880-EF9BB05D1BD4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This date is on the hand written note as late.  However, Dr. Rainey Approved a timecard that indicated no leave was used on this date and no lave has been submitted in HRMS
Reply:
    Per Ghazal, Zainab - No leave will be charge on this date.
Reply:
    Ties to Timecard and HRMS			(0.50000)


tc={701669A5-A737-42BE-B859-9DF8CB5FF5F0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 0.5 hours						(4.00000)


tc={3903C072-6314-44E5-AFBB-5BBB50EA6A55}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 4 hours												(4.00000)


tc={2231A8F5-12A0-44AB-82C8-D9809431AC34}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 4 hours																																	(1.30000)


tc={269B0127-35E8-4206-A4D9-0E1AE4F70B41}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1.3 hours									(8.00000)


tc={20652111-61B9-45D9-8D2E-F6A1D3360D33}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={11F29810-B614-4748-BF53-B855F87C3892}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={F3219401-0A28-4A1A-B40F-36CADC2F5B0C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(52.10000)			Y			2,179.50			88.0			26.8			663.76						2,179.50			96			25.3			574.40
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			Sep			Sick			7.00000															


tc={1F1606DA-00EA-46ED-A2A3-848D29FA8C60}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Holiday OFF - no leave necessary. Eligible for holiday (Teamsters)																																																			


tc={1950D217-52AD-4B48-8134-E0C042AEC7D2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 7.1 hours			


tc={371FA2BB-2603-4B88-A852-A724DE11C838}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    1.5 hours of leave on approved timecard, but nothing was ever submitted in HRMS
Reply:
    Entered in HRMS (9048 - Sick leave) 1.5 hours
Reply:
    Ties to Timecard and HRMS			


tc={3903C072-6314-44E5-AFBB-5BBB50EA6A55}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 4 hours																																										


tc={940B632D-8528-43C1-817F-2686DD6D0EF2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={B46114A6-6B53-4F13-9A58-9697A26483C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={1B1030C9-56D6-40BB-A097-C9678C01A670}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    late per hand written note
Reply:
    Per Ghazal, Zainab - No leave will be charge on this date.
Reply:
    Ties to Timecard and HRMS															


tc={94CEFDCB-B34F-4727-AA08-4DB61C6C2A2A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={2231A8F5-12A0-44AB-82C8-D9809431AC34}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 4 hours																																							


tc={7B37BEE5-DAEF-440D-8347-98802A0826AA}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={0471C215-8530-4B52-A5DF-3649020A6A73}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    this date was on the hand written note, and was on the approved timecard, and was submitted in HRMS
Reply:
    Ties to Timecard and HRMS			


tc={6D86DA9F-39AD-44F2-9B4C-D568A3AEA010}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9006 - vac lv in lieu of sick) 6.7 hours			8.00000
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						Vacation			0.00018																																																															14.66667


												0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000																																																1.50000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																					(8.00000)


tc={638C580C-B4E6-4476-A6B4-ED3F997D1BB1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    September leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5																											


tc={E233774F-5727-4B6D-AADA-0BE9EF102EF3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    6.0 hours of leave is on approved TCS TC and entered in HRMS.  The 8.0 hours accrual was also earned on this day.
Reply:
    Tied to Time card and HRMS at Attachment #9			(8.00000)


tc={5815549D-220C-4F1D-8E62-76A937D0ADD0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours																											


tc={913B48BD-034F-4BAD-8121-A4B1F833967D}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS			(8.00000)


tc={BDCE6290-C73A-46F0-81F0-40176674F446}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours																																																																								(24.00000)			Y			2,179.50			88.0			8.0


tc={02A9BC2F-2D00-43A3-9622-0FC581E90756}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    09/06/2022 was originally entered as 9009 but had to be changed to LWOP.  The other 16.0 hours of LWOP was reported timely.			198.14
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			Oct			Sick			15.00000																																																8.00000			(8.00000)																																										(8.00000)
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						Vacation			14.66685									(8.00000)


tc={4147D63F-4513-4A9D-A977-F89901F10346}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    October leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5																																							


tc={31E29974-00CA-4F8F-96AE-75600C91A1F5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS
Reply:
    3/16 and 3/17 Ties to Timecard and HRMS. Timecard never submitted.			


tc={02F07CBE-8201-4575-BAF2-A23C07FDA7F0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS																											


tc={269B0127-35E8-4206-A4D9-0E1AE4F70B41}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1.3 hours									


tc={20652111-61B9-45D9-8D2E-F6A1D3360D33}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={11F29810-B614-4748-BF53-B855F87C3892}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={F3219401-0A28-4A1A-B40F-36CADC2F5B0C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={0C203275-082E-430B-814F-1D82CAF11189}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS not yet indicated on the "InWork" TC.
Reply:
    Ties to Unsubmitted Timecard and HRMS.			14.66667												(8.00000)			(8.00000)									(4.00000)
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						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000
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						Comp 			1.50000			(0.50000)


tc={1AA98ABE-541E-44C4-B8D4-A5FCE66846F2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    November leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5																											(1.00000)
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												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP												(8.00000)


tc={71635B20-C5E9-4C5A-AF93-533E5C0F7CD3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Julia forget to up date this from 1.0 Lwop to 8.0 LWOP.  1.0 was originally reported timely so 7.0 is overpaid.																																																																																																			


tc={02A9BC2F-2D00-43A3-9622-0FC581E90756}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    09/06/2022 was originally entered as 9009 but had to be changed to LWOP.  The other 16.0 hours of LWOP was reported timely.			


tc={893CBC54-C599-4DD4-BBD8-A2EBD1F9495C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS																																																						


tc={F52E020C-F465-4B0C-BFA0-4F02983301F5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS			


tc={0B07FC3A-1478-4486-8DD0-30A2C836AA6A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS																																				(8.00000)			Y			2,179.50			88.0			7.0			173.37





																																																																																																															Auditor Recalc						24.8			173.37


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Dec			Sick			15.00000																																																8.00000									(8.00000)


tc={5C29DC3D-34B5-4F42-AB1B-D6274F7F45E3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    December leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5


																																																																								


tc={A0364CC0-6485-4D66-BB62-4F84A9699572}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    7/21-7/23 Ties to HRMS			


tc={44BED761-4988-436F-8FA9-07D9CDAF9030}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS			


tc={AE11E42A-C897-4ACC-A2E6-78D6C8481677}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS									


tc={A5A9C2D7-D05C-441C-8410-AA7E1AA76B74}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS			


tc={A8A6FA9A-8E2A-4396-A887-283D49894599}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 hours in HRMS, also accrued 14.66667 on this day
Reply:
    Ties to HRMS												


tc={6DA1A9DF-37D5-486C-AA25-C11FF019C694}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS						


tc={3C465B1B-24DE-44CF-885A-72AE1933EE3E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS															


tc={7D267378-2A3F-4148-A31D-9BEC60FB5303}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS			


tc={14BBA5D8-9D8B-463C-B940-3EF10AFB8600}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 - Sick leave) 5 hours
Reply:
    Ties to HRMS. Reportedly was absent from work per Supervisor Wayne Crowell, see attachment #8. Per interview, "I based the list of dates of his absences on the days he did not pick up his tools".																																							


tc={85700DEC-3ABA-4A95-9183-EE0FE0E8F222}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS			


tc={02332FBC-1070-4AA0-BA17-E8E1600EE1C8}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor						


tc={BEF9CA61-4874-4577-8224-31356ABD3C39}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={76207ED6-A75B-44B9-BFB1-598E92797082}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor. Did not submit leave slips in December			


tc={3BE03E08-7101-4C63-90EF-262013D063EE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS and Reported Absence from Supervisor																																																															


tc={1C4850C0-0389-4B84-B482-F7AF90702FE1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={DA388050-4F2C-4BDC-A90C-A4D649B1AC92}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor															


tc={AB390462-D65F-4B09-BD0A-C2D033407000}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																																																


tc={474530E4-72F3-4F05-BC03-61D548E75780}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9003 - Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={5B06ABC1-B371-434F-8AF4-4F7BBC1E8DF9}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={6B10E0F9-357A-41EA-AB1C-6D85E33256F1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor. No leave submitted in HRMS in January						


tc={69F52DF5-D5EE-46C4-BB32-1AB8951C99FE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={8D3620F1-5B9D-40A4-8B86-6578A735F4C5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																																																			


tc={B2D4FDA1-6CFE-474B-80BB-19C0D7C1255E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={DB097D21-26FA-46D6-B08D-E8B3E9F58524}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									


tc={31F37BF2-2BD1-402C-AFA0-1061680D0B91}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 1.3 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																											


tc={F08CC1AA-66C3-42E4-A8A1-A3D0540C352B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={07CB7488-6FF0-4E97-9F0F-E979D4BC57D3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 6.7 hours						


tc={4CB5FB5E-F892-4CF2-9157-410C91BBDDB2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																											


tc={2AD0594C-4C67-49B6-BF1B-AB41A47902D5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={C83A5BF5-3C5F-47B2-9097-02BB4F118EB5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence. No leave submitted in Feb																																																																					


tc={31B4F629-3A27-47E7-991B-F79ACDA20055}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 - Vacation Leave) 6.7 hours			


tc={9564753C-AFD6-43C5-BD2A-49CEC474BD0F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			


tc={035A4344-AF51-4A06-996C-D99721227850}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			


tc={47AA5161-E6B7-49FF-BA3C-82B1C37D7E8C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence									


tc={C080B419-4AB9-4461-A4CE-FF20EE06A179}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			


tc={D57FA959-F8BC-4981-B476-FDB15A8C5D2B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence																																																


tc={2312E8A7-473F-49C5-B212-EEC37AF36147}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1.3 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={8A10B0D3-AFB2-4665-8A24-ACCDE8D8FA70}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={50CA46E6-FAFE-45CF-BEFE-2714DD3BCBD3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22
Reply:
    Entered in HRMS (9033 - LWOP) 2.3 hours
Reply:
    Ties to HRMS and Reported Absence																																													


tc={B36E082D-61AE-4207-B9C6-BFE6497EBE36}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={DEF28192-2B7C-49F1-B4A6-699B0B177CE4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={7376FFB3-37DD-4211-9156-86090D1F76B2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									


tc={16762C71-0414-462B-8C09-1DD40324A493}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22
Reply:
    Entered in HRMS (9033- LWOP) 6 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={A7F6F7E6-C243-417C-BF95-31AAEB475912}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    on approved timecard and submitted in HRMS
Reply:
    4/11-4/12 Ties to Timecard and HRMS			


tc={513BE03A-5FD2-457F-B3EF-EE4A2C462291}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    on approved timecard and submitted in HRMS			


tc={560B921D-79C4-4DAF-B44D-C1D85D96137A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    5/2-5/3 and 5/5 and 5/6 ties to Timecard and HRMS																																																						


tc={70930505-1CD3-484C-969C-597B36314E01}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Ties to HRMS			


tc={87D84CB6-27E6-4E32-B41E-1D4A95706902}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave was submitted in HRMS
Reply:
    Ties to HRMS			


tc={CAE9A87D-CB58-403A-9DF4-D69F0A522B49}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to Timecard and HRMS																																				


tc={7BECECCB-9F61-44C2-AB69-37610A2239A0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS			


tc={85AE3AF7-0ED3-418A-A51C-9992AAFFFB2F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Date not indicated as absent. Question.			


tc={CCF70ACC-EB97-4C6E-B10C-25201AB70490}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 6.8 hours			


tc={67E153B6-C222-401F-A1B3-A3665AA91814}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    5/16-5/20 ties to leave submitted and approved in HRMS. Exceeds available balance. Not on timecard.									


tc={C2DB21E5-F67A-44DD-8E50-773C938843E6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - sick leave) 1.2 hours			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			23.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			15.00019																																																14.66667																		(8.00000)			(8.00000)												(8.00000)									(0.50000)


												15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			29.66686			29.66686			29.66686			29.66686			29.66686			29.66686			21.66686			13.66686			13.66686			13.66686			13.66686			5.66686			5.66686			5.66686			5.16686			5.16686			5.16686


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y


This was a holiday so the timecard indicated leave on this day no accrued leave would be used





In HRMS and in the approved Timecard in TCS.





Tied to Timecard (Working Notes Tab #2 at B.1.6) and HRMS (Attachment #22 at B.1.4)





Hand written note from Dr. Rainey indicates that Donicio was late however, no leave was submitted for this date and Dr. Rainey approved the Timecard in TCS with no leave noted for 01/14/2021.  Additionally, no one is able to provide me times.  Therefore, I have not refelcted any leave on this date.





Per Ghazal, Zainab - No leave will be charge on this date.





Tied to Timecard and HRMS. Not included in misappropriation amount.





This was a holiday so the timecard indicated leave on this day no accrued leave would be used





Tied to Timecard





January 19 - 21 are on the approved timecard and have all been submitted in HRMS.





Jan 19-21 tied to timecard and HRMS





January 19 - 21 are on the approved timecard and have all been submitted in HRMS.





January 19 - 21 are on the approved timecard and have all been submitted in HRMS.





Approved Timecard reflects 8.0 of leave on this date however, nothing has been submitted in HRMS





Charge to match approve TCS Timecard





Entered in HRMS (9003 - Vacation Leave) 0.9 hours





Tied to timecard and HRMS.





Approved Timecard reflect 8.0 hours of leave but nothing in HRMS





Charge to match approve TCS Timecard





Jan 25-28 Tied to Timecard and HRMS





Approved Timecard reflect 8.0 hours of leave but nothing in HRMS





Charge to match approve TCS Timecard





Approved Timecard reflect 8.0 hours of leave but nothing in HRMS





Charge to match approve TCS TimecardCharge to match approve TCS Timecard





Approved Timecard reflect 8.0 hours of leave but nothing in HRMS





Charge to match approve TCS Timecard





Entered in HRMS (9033 - LWOP) 7.1 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





This day of leave was on the approved timecard and is in HRMS





Ties to timecard and HRMS.





1.0 of leave reflected on timecard is in HRMS as Inclement Weather.





Ties to Timecard and HRMS





Approved Timecard reflects 8.0 of leave taken but it is not in HRMS. also accrued 8.0 hours.





Presidents Day Holiday - No leave needed. Accrued 8 hours of sick leave.





Ties to Timecard and HRMS





This date is on the hand written note as late.  However, Dr. Rainey Approved a timecard that indicated no leave was used on this date and no lave has been submitted in HRMS





Per Ghazal, Zainab - No leave will be charge on this date.





Ties to Timecard and HRMS





1.5 hours of leave on approved timecard, but nothing was ever submitted in HRMS





Entered in HRMS (9048 - Sick leave) 1.5 hours





Ties to Timecard and HRMS





late per hand written note





Per Ghazal, Zainab - No leave will be charge on this date.





Ties to Timecard and HRMS





this date was on the hand written note, and was on the approved timecard, and was submitted in HRMS





Ties to Timecard and HRMS





6.0 hours of leave is on approved TCS TC and entered in HRMS.  The 8.0 hours accrual was also earned on this day.





Tied to Time card and HRMS at Attachment #9





8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS





8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS





3/16 and 3/17 Ties to Timecard and HRMS. Timecard never submitted.





8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS





Entered in HRMS not yet indicated on the "InWork" TC.





Ties to Unsubmitted Timecard and HRMS.





In HRMS





Ties to HRMS





In HRMS





Ties to HRMS





Ties to HRMS





In HRMS





7/21-7/23 Ties to HRMS





In HRMS





In HRMS





In HRMS





Ties to HRMS





8.0 hours in HRMS, also accrued 14.66667 on this day





Ties to HRMS





In HRMS





Ties to HRMS





In HRMS





Ties to HRMS





In HRMS





Ties to HRMS





In HRMS





Ties to HRMS





TCS not Started, Not in HRMS





Entered in HRMS (9048 - Sick leave) 5 hours





Ties to HRMS. Reportedly was absent from work per Supervisor Wayne Crowell, see attachment #8. Per interview, "I based the list of dates of his absences on the days he did not pick up his tools".





TCS not Started, Not in HRMS





Entered in HRMS (9048 -Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





TCS not Started, Not in HRMS





Entered in HRMS (9048 -Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





TCS not Started, Not in HRMS





Entered in HRMS (9048 -Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





TCS not Started, Not in HRMS





Entered in HRMS (9003 - Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9048 - Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 -Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor. Did not submit leave slips in December





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 -Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 -Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 -Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9048 - Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor. No leave submitted in HRMS in January





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9048 - Sick Leave) 1.3 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 - Vacation Leave) 6.7 hours





Entered in HRMS (9033 - LWOP) 6.7 hours





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 1.3 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22





Entered in HRMS (9033- LWOP) 6 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence. No leave submitted in Feb





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22





Entered in HRMS (9033 - LWOP) 2.3 hours





Ties to HRMS and Reported Absence





on approved timecard and submitted in HRMS





4/11-4/12 Ties to Timecard and HRMS





on approved timecard and submitted in HRMS





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS





Ties to HRMS





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave was submitted in HRMS





Ties to HRMS





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval





Entered in HRMS (9033 - LWOP) 8 hours





Date not indicated as absent. Question.





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave have been submitted in HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





This date is indicated on the "InWork"  Timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





Could not substantiate leave taken on 4/22 based on attachments provided in report. There was no time card submitted, no leave submitted in HRMS, and no indication from supervisors that he was absent this day.





DOC agrees this day was included in error.





Entered in HRMS (9048 - Sick Leave) 6.8 hours





Entered in HRMS (9048 - sick leave) 1.2 hours





5/2-5/3 and 5/5 and 5/6 ties to Timecard and HRMS





Ties to Timecard and HRMS





5/16-5/20 ties to leave submitted and approved in HRMS. Exceeds available balance. Not on timecard.





Entered in HRMS (9006 - Vc Lv in lieu of sick) 6.8 hours





Entered in HRMS (9033 - LWOP) 6.8 hours





Entered in HRMS (9033 -LWOP) 8 hours





Entered in HRMS (9033 -LWOP) 8 hours





5/23- 5/24 Ties to HRMS





Entered in HRMS (9033 -LWOP) 8 hours





Originally entered and submitted through MyPortal (9006 - vc Lv in lieu of sick) 6 hours. Re-entering in HRMS to match entry.





Originally approved in HRMS, then rejected.





Entered in HRMS (9033 -LWOP) 0.5 hours





Ties to HRMS





Entered in HRMS (9033 -LWOP) 8 hours





Ties to HRMS





Ties to HRMS





Ties to HRMS





Entered in HRMS (9033 - LWOP) 1 hour





Ties to HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





Entered in HRMS (9033 - LWOP) 2 hours





Ties to HRMS





Entered in HRMS (9033 - LWOP) 3.5 hours





Ties to HRMS





Ties to HRMS





Ties to HRMS





Entered in HRMS (9048 - Sick leave) 3.6 hours





7/20 - 7/21 ties to HRMS





Entered in HRMS (9033 - LWOP) 0.9 hours





Ties to HRMS (submitted leave for 4.5 hrs)





Entered in HRMS (9048 - sick leave) 2.3 hours






August leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5





Entered in HRMS (9048 - sick leave) 5.7 hours





Entered in HRMS (9006 - Vac Lv in lieu of sick) 5.7 hours





Entered in HRMS (9006 - vac lv in lieu of sick) 6.7 hours





Entered in HRMS (9033 - LWOP) 2.3 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 0.5 hours





Entered in HRMS (9033 - LWOP) 4 hours





Entered in HRMS (9033 - LWOP) 4 hours





Entered in HRMS (9033 - LWOP) 1.3 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Holiday OFF - no leave necessary. Eligible for holiday (Teamsters)





Entered in HRMS (9033 - LWOP) 8 hours





September leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





09/06/2022 was originally entered as 9009 but had to be changed to LWOP.  The other 16.0 hours of LWOP was reported timely.





October leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5





November leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5





Julia forget to up date this from 1.0 Lwop to 8.0 LWOP.  1.0 was originally reported timely so 7.0 is overpaid.





December leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5











SUMMARY


			Allegation #1:


			Per page 5 of Final Investigation Report at B.1.4








																																										Auditor Note - Response to Allegation #1 - Stated Investigation Period:


																																										Marichalar was absent these shifts, per his supervisor. However, some of these shifts were reported on an approved timecard 


																																										and the subject did submit leave appropriately in HRMS (i.e. 11/5/21).





																																										Also, the total dollar amount quoted, $8,987.52 is for the total time Payroll had to convert to LWOP, either due to Marichalar's failure to submit a leave slip on a day he was confirmed as absent, or because he submitted leave above what was in his leave balance.
This total is for the time period of January 2021 through December 2022 (see Tab #1). The investigation period, however, noted on the final report, is October 2021 through February 15, 2022.

For the stated investigation period, October 2021 through February 2022, there was a total of:


																																										LWOP (hours Marichalar was paid for leave he was not entitled to):																					104.3


																																										Total overpayment amount for stated investigation period:																					$   3,736.21





																																										Per Jean Hardcastle and Michelle Walker on 3/23/23, this stated timeframe was the initial timeframe, but during the investigation it was expanded to the timeframe mentioned below.











																																										Auditor Note - Response to Allegation #1 -  Full timeframe and Final Recalculation of hours absent and overpayment:


																																										For the period of January 2021 through December 2022, we found the following:


																																										Per client:


																																										LWOP (hours Marichalar was paid for leave he was not entitled to):																					311.2


																																										Total overpayment amount for Jan 2021-Dec 2022																					$   8,987.52


																																										Recalculated and Substantiated Amounts:


																																										LWOP (hours Marichalar was paid for leave he was not entitled to):																					303.2


																																										Total overpayment amount for Jan 2021-Dec 2022																					$   8,801.26





																																																												Difference:			$   186.26			Overpayment Amount


																																																															8			LWOP hours (could not substantiate absent on 4/22/22). We confirmed with Jean Hardcastle, APO, on 3/30/23 that this day was included in error. DOC agrees with our recalculation.








																																							Absences for which leave was not submitted (either full or partial days) we were able to substantiate from DOC investigation report:


																																							Per Client


tc={1F61FD58-AF62-4DFB-9AF5-D30C2CAB326E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Page 5 of Investigation Report						Per Auditor


																																							11/5/21						11/5/21						Note: These dates are verified to the investigation report from DOC. These do not include dates of absences from 


																																							11/15/21						11/15/21						the larger period of investigation (Jan 1 2021 through Dec 31 2022 as shown on tab "Final 00776382_Marichalar_TAB#1"


																																							11/17/21						11/17/21						The following is from the overpayment letter sent by DOC to the subject as part of his overpayment notice 


																																							11/24/21						11/24/21						(see full letter here: [                           ]) We tied these pay period dates that included overpayments, the LWOP hours and the gross overpayment amounts to TAB #1 and cells U25 and U26 of this tab.


																																							11/30/21						11/30/21


																																							12/2/21						12/2/21


																																							12/3/21						12/3/21


																																							12/9/21						12/9/21


																																							12/14/21						12/14/21


																																							12/20/21						12/20/21


																																							12/23/21						12/23/21


																																							1/3/22						1/3/22


																																							1/5/22						1/5/22


																																							1/6/22						1/6/22


																																							1/7/22						1/7/22


																																							1/10/22						1/10/22


																																							1/12/22						1/12/22


																																							1/19/22						1/19/22


																																							1/21/22						1/21/22


																																							1/24/22						1/24/22


																																							1/25/22						1/25/22


																																							1/26/22						1/26/22


																																							1/27/22						1/27/22


																																							1/28/22						1/28/22


																																							1/31/22						1/31/22


																																	Late these two days for combined total of 8.3 hours absent						2/1/22						2/1/22


																																							2/2/22						2/2/22


																																							2/3/22						2/3/22


																																							2/4/22						2/4/22


																																							2/7/22						2/7/22


																																							2/11/22						2/8/22			Included in source documentation, leave log on Tab #1 and supervisor's reported absence (attachment #8) but not included on investigation report as date absent w/o leave submitted.


																																													2/11/22


																																							31						32			We agree with the dates of absences that are tied to supporting records and DOC is using in their leave log and calculation of overpayment. The difference in dates


																																																is found only in the narrative of the investigation report. We will rely on the source data and the leave log on Tab #1.


			Allegation #2:











																																										Auditor Note - Response to Allegation #2





																																										We confirmed these dates listed in the investigation report are correct based on review of timecard screen shots on TAB #2 - Working Notes.








																																																																																																																																	7,169.31


																																																																																																																														296.2


Page 5 of Investigation Report











Working Notes_TAB#2


																																													Dr. Rainey approved a Timecard which declares Donicio work 8.0. hours on 01/14/2021


			Approved TCS Timecards:


			01/01/20201 - 01/15/2021


			01/16/2021 - 01/31/2021


			02/01/2021 - 02/15/2021; 


			02/16/2021 - 02/28/2021


			03/01/2021 - 03/15/2021


			03/16/2021 - 03/31/2021 Donicio has not yet submitted this Timecard for approval.  However, it currently reflects leave on 03/16 & 03/17


																																				No Change as of 11/02/2022


			Mr. Marichalar has not even started a timecard between the dates of 04/01/2021 and 03/15/2022


																																							As of 11/02/2022; From 04/01/2021 - 03/15/2022, the only change is that 02/16/2022 - 02/28/2022 and 03/01/2022 - 03/15/2022 are now in "In-Work" status








Dates in Question_TAB#3


			Date			Hrs			Where from						TCS			HRMS


			01/05/21			8.0			CIS - Hand written note from Dr. Rainey						Yes | TC Approved			yes


			01/14/21						Late - Hand written note from Dr. Rainey			Payroll needs to know the exact amount			No | TC Approved			No


			01/20/21			8.0			CIS - Hand written note from Dr. Rainey						Yes | TC Approved			yes


			01/21/21			8.0			CIS - Hand written note from Dr. Rainey						Yes | TC Approved			yes


			02/10/21			8.0			Late - Hand written note from Dr. Rainey			8.0 hours was entered in TCS by Donicio			Yes | TC Approved			yes


			02/12/21			1.0			Late - Hand written note from Dr. Rainey			Payroll needs to know the exact amount; 1.0 hour is entered in TCS; incliment weather			Yes | TC Approved			yes


			02/17/21						Late - Hand written note from Dr. Rainey			Payroll needs to know the exact amount			No | TC Approved			No


			02/19/21			1.5			Late - Hand written note from Dr. Rainey			Entered in HRMS (1.5 hours of Sick Leave)			Yes | TC Approved			yes


			02/22/21						Late - Hand written note from Dr. Rainey			Payroll needs to know the exact amount			No | TC Approved			No


			02/26/21			8.0			CIS - Hand written note from Dr. Rainey						Yes | TC Approved			yes


			11/05/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			11/15/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			11/17/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			11/24/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			11/30/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/02/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/03/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/09/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/14/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/20/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			12/23/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/03/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/05/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/06/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/07/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/10/22			8.0			List of dates emailed to me from HR			Entered in HRMS (1.3 hours of Vacation Leave and 6.7 hours of LWOP)			No | TC Not Started			yes


			01/12/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/19/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			01/21/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/24/22			8.0			List of dates emailed to me from HR			Entered in HRMS (1.3 hours of LWOP and 6.7 hours of Vacation Leave)			No | TC Not Started			yes


			01/25/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/26/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/27/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/28/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/31/22			6.0			List of dates emailed to me from HR; 01/31/22 & 2/11/2022 total 8.3 hours.			Note says "was here from 1300 until around 1500" so I am charging 6.0 hours (Entered in HRMS 6 hours of LWOP)			No | TC Not Started			yes


			02/01/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/02/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/03/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/04/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/07/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/08/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/11/22			2.3			List of dates emailed to me from HR; 01/31/22 & 2/11/2022 total 8.3 hours.			Note say "showed up around 0930" and that between 1/31 and 2/11 he used a total of 8.3 hours, 6.0 of those are on 1/31 (entered in HRMS 2.3 hours of LWOP)			No | TC Not Started			yes
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Personnel No. 776382
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3124 Health Services
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Investigators note allegation 1:

Between October 2021 - February 15, 2022, CMHC2 Marichalar was
absent 30, eight hour shifts for a total of 240 hours.

« The dates for those shifts are as follows; 11/5/21, 11/15/21,
11/17/21, 11/24/21, 11/30/21, 12/02/21, 12/03/21, 12/09/21,
12/14/21, 12/120/21, 12/23/21, 1/3/22, 1/5/22, 1/6/22, 1/7/22,
1/10/22, 1112/22, 1119122, 1121122, 1/124/22, 1/25/22, 1/26/22,
1127122, 1IZPIZZ, 211122, 212122, 2/3/22, 2/4/22, and 2/7/22. He
was also late for work on 1/31/22 and 2/11/22 for a total of 8.3
hours. Bolded dates are confirmed mapped out dates.
(Attachment 8 & 21)

The dollar amount of missed days is $8,987.52.
(Attachment 13) No leave slips were submitted for the time missed as

Page 5 of 8 DOC 490.860, DOC 850.010

outlined above. (Attachment 9) Per CMHC2 Marichalar letter assigning
him to the mailroom dated March 26, 2021, any scheduled or
unscheduled leave was to be authorized by Dr. Rainey-Gibson. The
Mailroom Sgt. was also to be notified of any leave. (Attachment 3)
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Fa-=)
Investigators note allegation 2:

CMHC2 Marichalar could provide no justification for failing to submit

timecards for the following pay periods.

3/16/2021- No timecard subi on
4/1/2021 - No timecard submission
4/16/2021 - No timecard submission
5/1/2021 - No timecard sub
5/16/2021 — No timecard submission

Page 6 of 8

DOC 490.860, DOC 850.010

6/1/2021 - No timecard submi
6/16/2021 — No timecard submission
7/1/2021 - No timecard submi
7/16/2021 — No timecard submission
8/1/2021 - No timecard submission

8/16/2021 — No timecard submission

9/16/2021 - No timecard submission
10/1/2021 - No timecard submission

12/1/2021 - No timecard submission
12/16/2021 - No timecard submission

2/16/2022 - No timecard submission
3/1/2022 - No timecard sub
4/16/2022 - No timecard submission
5/1/2022 - No timecard submission
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Overpayment Details

Payperoaaces | LWOF | Gros

11/0122 1111522 70[ 8 173.37
09/01/22 09/15/22 80| § 198.14
08/16/22 08/31/22 253] 8 574.40
08/01/22 08/15/22 268 $ 663.76
07/01/22 07/15/22 09§ 2229
06/01/22 06/15/22 05[] 8 476.21
05/16/22 05/31/22 453§ 878.86
04/16/22 04/30/22 240] 8 558.75
02/01/22 02/15/22 03] 8 1,776.79
01/16/22 01/31/22 393] 8 1,388.23
01/01/22 01/15/22 1475 57119
01/16/21 01/31/21 391] 8 1,519.28

Total Gross Overpayment S 830127
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Between October of 2021 and February 15, 2022, CMCH
2 Marichalar was absent 30, eight hour shifts for a total of
240 hours. The dates for those shifts are as follows;
11/5/21, 11/15/21, 11/17/21, 11/24/21, 11/30/21, 12/02/21,
12/03/21, 12/09/21, 12/14/21, 12/20/21, 12/23/21, 1/3/22,
116122, 1/6/22, 1/7/122, 1/10/22, 1/12/22, 1/19/22, 1/21/22,
1124122, 1/125/22, 1/26/22, 1/27/22, 1/28/22, 2/1/22, 2/2/22,
2/3/22, 2/4/22, and 2/7/22. He was also late for work twice
on 1/31/22 and 2/11/22 for a total of 8.3 hours.
Attachment 8.
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Supervisor | Employee | Personnel | PayPeriod | [ime | | Action
Name Name | Number | StartDate | fd Date.
e e, | bonerdlen | 776352 oqjo2021 |85 4 o 04/01/2021
e e, | bonerdlen | 776352 oae2021 |85 o 04/16/2021
e e, | bonerdlen | 776352 osio2021 |85 4 |0 05/01/2021
e e, | bonerdlen | 776352 os/e2021 |85 |0 05/16/2021
e e, | bonerdlen | 776352 osio2021 |85 4 |0 06/01/2021
e e, | bonerdlen | 776352 os/e2021 |85 |0 06/16/2021
e e, | bonerdlen | 776352 o202 |85 |0 07/01/2021
e e, | bonerdlen | 776352 ore2021 |85 |0 07/16/2021
e e, | bonerdlen | 776352 o202 |85, 4 |0 08/01/2021
e e, | bonerdlen | 776352 os/e2021 |85 |0 08/16/2021
e e, | bonerdlen | 776352 osjo2021 |85 4 |0 09/01/2021
e e, | bonerdlen | 776352 oore2021 |85 o 09/16/2021
e e, | bonerdlen | 776352 wov2021 |55, o 10/01/2021
e e, | bonerdlen | 776352 1016201 |55 4 o 10/16/2021
e e, | bonerdlen | 776352 ooz |55, o 11/01/2021
e e, | bonerdlen | 776352 ez |55, o 11/16/2021
e e, | bonerdlen | 776352 o0 |55, o 12/01/2021
e e, | bonerdlen | 776352 2re20 |55, o 12/16/2021
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Rainey- Marichalar, | Not
ibson, Eric J. | Donicio 52 ovou/x
12022 | Sen g 01/01/2022
Saner- Marichalar, | Not
ibson, Eric J. | Donicio 52 ovas/
62022 | Senieq 01/16/2022
Saner- Marichalar, | Not
ibson, Eric J. | Donicio 52 oz/0u/x
12022 | Sen g 02/01/2022
Saner- Marichalar, | Not
ibson, Eric J. | Donicio 52 o218/
62022 | Senieq 02/16/2022
Saner- Marichalar, | Not
ibson, Eric J. | Donicio 52 03/01/20;
12022 | Sen g 03/01/2022
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wsss

‘Show/Hide Time Tenths Chart

OFF ASST 3

Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse

Pay Period: 3 v - 3/3y202
Type of Schedule: 5-85: M-F, 8 hpd

Time Card Status: Approved

Union Affiliatio Teamsters

Employee Sub Group: 06 - M-OT Eiig>40hrs/wk

. work.[Rguiar] overtime| aid ave; | unpaa D21 ey

schenete] aurs | Voure” | Holive. | Lome | Tot! Hour
Sunday 3/13/2022
== Snazoze 50
=t Snsyacze 50
Wednesdny | sie022] 50| 50 @
Thursdey [ 372022 80 | 80 50
Friday Ssz0zz] 5o | s 50
Saturday 3/19/2022

w0 [0 o
Sunday 3/20/2022
== Savzeza| 5o | 5 @
=t Siarzcza| 5o | s 50
Wednesdny | si252022] 50 | 50 50
Thursdey [ 3282022 80 | 80 50
Friday Siasracza| 50 | s 50
Saturday 3/26/2022

o [0 o
Sunday 3/27/2022
== Sasya0za| 50 | 50 @
=t Sisra0z2 50 | 50 | 70 00
Wednesdny | 3302022 50 | 50 | o o5
Thursdsy | /332022 80 | s0 | 25 o5
Friday vz [ 50 | s0 50
Saturday 4/2/2022
Weekly Total 40.0 40.0 5.0 45.0
ray reriod Tt seo | 50 w010

Overtime Form Submitted

Employee Comments:

03/29/22 OT approved by Chipala via email.

03/30-03/31/22 OT approved by Abdulwahid via email.

All Time Card information is subject to public disclosure, including the employee and approver comments.
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Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse

wsss

OFF ASST 3
‘Show/Hide Time Tenths Chart

Pay Perio

Type of Schedule:
Time Card Status:

jon Affil

Employee Sub Group:

4/01 v - 4/15/2022
5-85: M-F, 8 hpd

Approved

Teamsters

06 - M-OT Eiig>40hrs/wk

. work.[Rguiar] overtime| aid ave; | unpaa D21 ey

schenete] aurs | Voure” | Holive. | Lome | Tot! Hour
Sunday 3/27/2022
== Sasva0z2| 50 | 50 @
=t Sisracz| 50 | 50 | 20 00
Wednesday | 3302022 50 | 50 | o o5
Thursdoy | /32022 80 | w0 | 25 o5
Friday iz [ 50 | s0 50
Saturday 4/2/2022

w0 [ w0 | o =0
Sunday 4/3/2022
== warzoe | 5o | o0 @
=t wsrznz | 50 | 50 50
Wednesdny | w22 | 50 | 50 50
Thursdey [ 42022 | 80 | 80 50
Friday warzoz | 50 | 50 50
Saturday 4/9/2022
Weekly Total: 40.0 40.0 40.0
B v
== v o @ @
=t o] so 50 50
Wednesdny | 32022 50| 50 50
Thursdey 4342022 80 | 80 50
Friday sz s0 | 50 50
Saturday 4/16/2022
Weekly Total: 40.0 240 16.0 40.0
ray reriod Tt 70 160 a0

Employee Comments:
Leave slip submitted for 4/11 8 4/12

Al Time Card information s subject to public disclosure, including the employee and approver comments.
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Marichalar, Donicio

dmarichalar@DOCLWA.GOV

00776352
HS - wse

wsss

OFF ASST 3
‘Show/Hide Time Tenths Chart

Pay Period:

Type of Schedule:

Time Card Status:
Union Affiliation:
Employee Sub Group:

4 v - 4/30/2022
5-85: -F, 8 hpd

In Work

Teamsters

06 - M-OT Eiig>40hrs/wk

. work.[Rguiar] overtime| aid ave; | unpaa D21 ey
schenete] aurs | Voure” | Holive. | Lome | Tot! Hour

== oo

== v o 5o @

=t o] so 50 50

Wednesdny | 32022 50 | 50 50

Thursdoy [ 4742022] 50 | 50 50

Friday s s | so 50

Saturday 4/16/2022

Weekly Total: 40.0 240 16.0 40.0

B i

== sz w0 | o0 @

=t sz so

Wednesdny | 4202022 50

Thursany [ 4320 a0

Friday A

Saturday 4/23/2022

Weekly Total 40.0 8.0 8.0

B iz

== sz o

=t o022 s0

Wednesdsy | 47202 50

Thursany [ w20 a0

Friday a2 80 @ @

Saturday 4/30/2022

Weekly Total: 40.0 8.0 8.0

ray reriod Tt a0 [ 160

Overtime Form Submitted

Approver:

Al Time Card information s subject to public disclosure, including the employee and approver comments.
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‘Show/Hide Time Tenths Chart

Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse

OFF ASST 3

Pay Period:

Type of Schedule:
Time Card Status:
Union Affiliation:
Employee Sub Group:

12022 v - 5/15/2022
5-85: -F, 8 hpd
In Work
Teamsters

06 - M-OT Eiig>40hrs/wk

oar ok gt et pd ol g o e
Reported.
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o
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o mm =
L TR
o
L T
e
o
==
i
e mEm
i e
S
e WD
5/21/2022

Al Time Card information s subject to public disclosure, including the employee and approver comments.
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Employee:
Employee Emai
Personnel No:
Location:

Position Code:
Position Title:

Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse

wsss

OFF ASST 3
‘Show/Hide Time Tenths Chart

Pay Period:

Type of Schedule:
Time Card Status:

jon Affil

Employee Sub Group:
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In Work
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Reported.
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All Time Card information is subject to public disclosure, including the employee and approver comments.
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Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse

wsss

OFF ASST 3
‘Show/Hide Time Tenths Chart

Pay Period:
Type of Schedule:

Time Card Statu:

Union Affiliation:
Employee Sub Group:

. work.[Rguiar] overtime| aid ave; | unpaa D21 ey
scheree o Ctimrs angavs! | Lo Toa ot

Sunday 2/13/2022

oy sz 5o

Tucsdoy ahsrz0e| 50

[ R

hursiey [ ari72022] 50 | 50

Fridoy ozt 50 | o0

Saturday 2/19/2022

Weekly Total: 40.0 240 24.0

Sunday 2/20/2022

oy svziza] 5o | 5o

wednestay [ atawa022] 50 | 00

Thursdey a2 50 | a0

Fridoy P )

Saturday 2/26/2022

Weekly Total 40.0 40.0 40.0

Sunday 2/27/2022

oy )

| Tuesday 3/1/2022 8.0

'Wednesday 3/2/2022 8.0

| Thursday 3/3/2022 8.0

Friday 3/4/2022 8.0

Saturday 3/5/2022

Weekly Total: 40.0 8.0 8.0

ray reriod Tt 70 70

Overtime Form Submitted

Approver:

v - 2/28/2022
5-85: -F, 8 hpd

In Work

Teamsters

06 - M-OT Eiig>40hrs/wk

Al Time Card information s subject to public disclosure, including the employee and approver comments.
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Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse

wsss

OFF ASST 3
‘Show/Hide Time Tenths Chart

Pay Period:

Type of Schedule:
Time Card Status:

Union Affiliatio

Employee Sub Group:

. Work|Regula|Overtimel ord Leave/ [unpaa] 2/ Weskly

s g e P e oed o
Sunday 2/27/2022
e bm
o B0 [ oo
e ECEED
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= . e
Saturday 3/5/2022
Weekly Total: 40.0 320 32.0
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= S e
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T o
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= L e
Saturday 3/19/2022
Weekly Total: 40.0 40.0 40.0
s s s

3 v - 3/15/2022
5-85: -F, 8 hpd

In Work

Teamsters

06 - M-OT Eiig>40hrs/wk

Al Time Card information is subject to public disclosure, including the employee and spprover comments.
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‘Thank you s much Jean! | will get with Dr. Rainey-Gibson and ask about the hours for days that were late. Looks like it is 10 days outside of investigation scope dates and nof
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Here s the information for the 30 days:

<dmchlipala@DOCT.WA.GOV> @ - ? hours ‘SW

Subject: FW: Donicio

After some further digging this is what | found. Here are a list of date that he was not here.

11/05/21, 11/15/21, 11/17/21, 11/24/21, 11/30/21, 12/02/21, 12/03/21, 12/09/21, 12/14/21, 12/20/21, 12/23/21
01/03/22, 01/05/22, 01/06/22, 01/07/22, 01/10/22, 01/12/22, 01/19/22, 01/21/22, 01/24/21, 01/25/22, 01/26/22,
01/27/22, 01/28/22, 02/01/22, 02/02/21, 02/03/22, 02/04/22, 02/07/22, 02/08/22.

0On 01/31/22 He was here from 1300 until around 1500

He is here today 02/11/22. Showed up around 0930
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Washinglon State
Department of Corrections

Time Card System

Time Card Menu
Employee Time Card
Search/View >

2167

‘Show/Hide Time Tenths Chart

Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse

CORR M/H CHSLR 2

Pay Period:

Type of Schedule:
Time Card Status:

n Affiliation:

Employee Sub Group:

Logged in as: DOC1\johardcastle
1 v - 1/15/2021

5-85: M-F, 8 hpd

Approved
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=
i
L
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i
i
o
Weekly Total 40.0 40.0 40.0
Pey Period Toral 720 | 80 | 10 %0

Overtime Form Submitted

Employee Comments:
01/01 worked holiday

All Time Card information is subject to public disclosure, including the employee and approver comments.
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Washinglon State
Department of Corrections

Time Card System

Time Card Menu
Employee:

Employee Time Card  Employee Emai

Search/View »  PersonnelNo:
Location:
Position Code:
Position Title:

Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse
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CORR M/H CHSLR 2
‘Show/Hide Time Tenths Chart

Pay Period:
Type of Schedule:
Time Card Status:
Union Affiliation:
Employee Sub Group:

Logged in as: DOC1\johardcastle
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Employee Comments:

Gi/is as st
01/20 CIS Vac/SL

01/21 S Vac/sL

01/22-01/28 Covid19 Screen out

Approver:

Approver Comments:

All Time Card information is subject to public disclosure, including the employee and approver comments.
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Washinglon State
Department of Corrections

Time Card System

Time Card Menu
Employee:

e Card  Employee Emai
Search/View »  Personnel
Location:
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Position Title:
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Marichalar, Donicio
dmarichalar@DOCLWA.GOV

00776352
HS - wse

2167

CORR M/H CHSLR 2

‘Show/Hide Time Tenths Chart

Pay Period:

Type of Schedule:
Time Card Status:
Union Affiliation:
Employee Sub Group:

Logged in as: DOC1\johardcastle

2/01/2021 v | - 2/15/2021
5-85: M-F, 8 hpd
Approved
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. ot Leave; lunpatal D2y Wty
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the Auditor; or such other amount determined by the Auditor to be the total amount of the loss, 
plus the full amount of the Auditor’s cost for investigation, if any. 



 



This wage overpayment occurred in prior calendar years and in eleven (11) pay periods.  By 
agreeing to a voluntary repayment plan the department can refund the amount of Social Security 
tax 6.2% and Medicare tax 1.45% resulting in a $673.30 reduction to the total debt due.  Because 
the department is issuing the refund, you may not claim a credit for these amount from IRS. 



 



Overpayment Details 



 



Pay Period Dates LWOP 
HRS 



 Gross 
Overpayment  



11/01/22 11/15/22 7.0  $                 173.37  
09/01/22 09/15/22 8.0  $                 198.14  
08/16/22 08/31/22 25.3  $                 574.40  
08/01/22 08/15/22 26.8  $                 663.76  
07/01/22 07/15/22 0.9  $                   22.29  
06/01/22 06/15/22 22.5  $                 476.21  
05/16/22 05/31/22 45.3  $                 878.86  
04/16/22 04/30/22 24.0  $                 558.75  
02/01/22 02/15/22 50.3  $             1,776.79  
01/16/22 01/31/22 39.3  $             1,388.23  
01/01/22 01/15/22 14.7  $                 571.19  
01/16/21 01/31/21 39.1  $             1,519.28  



Total Gross Overpayment  $             8,801.27  



 



 



See Teamster Local 117 Articles 9 and 32.20 



 



You must do one of the following within 21 days after the date you receive this notice: 



 



1. Agree to voluntarily repay the Department of Corrections $8,127.97 (see voluntary repayment 
schedule options on next page) or, 
 



2. Contact your union representative to file a grievance. 
 



Failure to do one of the above will result in involuntary repayments over eleven (11) pay periods. 
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         (Check one box) 



 
 



Any amount still outstanding upon separation will be deducted from your final pay. 



 



By my signature I acknowledge and understand the statements and facts outlined in this notice 
and agree to the voluntary repayment schedule selected above. 



 
 



                                                                       00776382  |  HS-3106  
Signature Date 



 
 
 
 
 
 



Return signed agreement to the DOC Overpayment Unit 



PO BOX 41145, OLYMPIA WA 98504-1145  |  Campus Mail at Mail Stop 41145 



Fax to (360) 586-6006  |  Email to docoverpayment@doc1.wa.gov 
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General 
Code:  S1Corrections64109-FD22 
Name:  Department of Corrections 
Group:  Financial Audit 
Type:  S1-Agency, Commission, or Board 
Location: State 
Scope:  Not Applicable 



Team 
Lead:  Carol Gross 
Manager: Scott Bills 



Procedures 
 
A.1.PRG - TeamMate Administration 
 
Procedure Step: Audit Set Up 
Prepared By:  CJG, 3/15/2023 
Reviewed By:  SLB, 7/5/2023 
 



Purpose/Conclusion: 
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Purpose / Conclusion:  
Set up TeamMate audit file in accordance with TeamMate Protocol.  



Testing Strategy: 
All of the following steps are required in order to properly set up the TM file except for the optional step to set up global tickmarks.  If the budget is 
less than 100 hours, auditors may skip steps 4-6 (filling out the profile and sending to TC) until the end of the audit.   
   
1. Add the audit team to the project - To do this, go to the Planning tab and select Team.  Then select the team from the TeamStore by clicking 
the “get” button. For confidential audits only (IT, Medicaid, etc.): Disable guest access. 
   
2. Set Project Manager and Lead - Select the Lead and Manager from the drop down menus in the Team Tab of the Profile.  The "Lead" should 
be the Auditor-In-Charge of the audit, and the "Manager" should be the Assistant Audit Manager supervising the audit.    
  
3. Fill out initial information in the Profile - The Project Profile captures general information about the audit for the TeamCentral 
database.  Access the Profile from the Planning tab and populate as many of the required fields in the Profile as possible at this stage of the 
audit.  A description for each required field can be found in the TeamMate Protocol document.  
4.  Centralized Projects - Go to http://saoapp/TMDV/ViewProjectErrors.aspx and enter the project code then "Validate" to check your project for 
errors. 
  
5. Resolve any TMDV errors - The TeamMate Data Validation (TMDV) application performs a series of edit checks on data in your project to 
ensure accuracy and conformity to protocol.  If TMDV identifies erorrs for your project, resolve the errors and send to central again (if distributed) 
until TMDV displays that there are no records to display.   
   
Exceptions could indicate either errors in the TeamMate profile or issue data or errors in other SAO databases.  If you have confirmed that 
information in TeamMate is correct, contact the TeamMate Administrative Group to initiate corrections to our other databases.  
6. Set up your favorite global tickmarks (optional) - Global tickmarks are available throughout the audit file and do not change from workpaper 
to workpaper.  You can access the global tickmarks screen from the Planning tab.  
   
7. Initialize Audit – Attempt to sign off on this step, which will trigger a dialog box asking if you would like to initialize the audit.  After initialization 
of the audit, you may continue to add users or global tickmarks, but cannot delete any. 



Guidance/Criteria: 
ADDITIONAL BACKGROUND  
Auditors should consider the following background information and resources when performing work on this area. 
  
TeamMate Protocol Document 





http://saoapp/TMDV/ViewProjectErrors.aspx


http://saosp/GeneralInfo/TeamMate/Documents/TM_Protocol.docx
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Record of Work Done: 
1. Added the audit team to the project (all audits). As applicable, disabled guest access (confidential audits only).     
  
2. Set the Project Manager and Lead 
 
3. Filled out the audit profile 
  
4. Checked Data Validation System for errors  
  
5. Resolved all TMDV Errors 
 
6. Set up my favorite global tickmarks, if needed 
 
7. Initialized the audit file 
 
A.1.PRG - TeamMate Administration 
 
Procedure Step: Project Review & Finalize 
Prepared By:  CJG, 7/5/2023 
Reviewed By:  SLB, 7/5/2023 
 



Purpose/Conclusion: 
Purpose/Conclusion: 
To ensure that audit documentation complies with TeamMate Protocol, the audit file is ready for finalization and archiving, and that any files 
outside of TeamMate are completed and reviewed. 
  



Testing Strategy: 
Replicas  
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Ensure that all replicas are merged into the master file and discard any replicas that will never be merged.  
  
Review of workpapers 
Review workpapers to ensure they are completed and properly signed off.  You can use the Procedure Status Viewer (for all procedure steps) or 
the Schedule Status Viewer (for procedure summaries and attachments) to see the status of steps and attachments in the audit file.  The Viewers 
can be accessed from the buttons on the Navigation Bar at the bottom of the screen.  
  
Coaching Notes 
Verify that all coaching notes have been addressed and cleared.  You can use the Coaching Notes Viewer to see the status of all Coaching Notes 
in the audit file.  The Coaching Note Viewer can be accessed by using the button on the Navigation Bar at the bottom of the screen. 
 
During the finalization process, coaching notes will be deleted.  If you want to keep these notes you will need to create a report using the Reports 
wizard and save it outside of the TeamMate file.  
Hardcopy Files and External Data  
Ensure that hardcopy files referenced by the audit are completed and reviewed. Also ensure that any unnecessary documentation or files, 
including databases with any confidential or sensitive information, are appropriately disposed.  If files or databases are needed for future periods, 
ensure these are appropriately secured.  See the SAO Administrative Policy on Data Security and Access.  
  
Project Profile  
Review and update the Profile information.  See the TeamMate Protocol document for definitions and instructions for each required field.  The 
Protocol document can be accessed from your Start Menu | All Programs | State Auditor’s Office or on the Intranet on the TeamMate page.  
  
Confidential Audits Only 
Disable guest user and any other users granted temporary file access. 
  
Issue Review  
Ensure issue content is exactly what was presented to the client per the Exit Document, Management Letter, or Finding.  There should only be 
one issue for each finding, management letter item and exit comment.  Additional information or notes about the issue can be documented in the 
"notes" tab. Any other documented issues (that were communicated verbally, at pre-exits or were later combined or dropped) should be either 
deleted or marked as "verbal recommendations."  
  
Check that all required issue fields are completed and correct.  See the TeamMate Protocol document for definitions and instructions for each 
required field.  The Protocol document can be accessed under Audit | TeamMate on the Intranet.  
  
Issue Sign-Off  
All issues must be reviewed and signed off by a Supervisor and/or Audit Manager, per Protocol.  The finalization process will require all issues to 
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have a state of "reviewed."  
  
Audit Status in Tracker 
Update the Audit Status of prior audit management letters and findings in Tracker.  See the Tracker Quick Reference Guide for details. 
  
Resolve any TMDV errors - The TeamMate Data Validation (TMDV) application performs a series of edit checks on data in your project to ensure 
accuracy and conformity to protocol.  



• Go to the Status and Milestones tab in the profile and change project status to "Post Fieldwork" 
• Go to http://saoapp/TMDV/ViewProjectErrors.aspx and enter the project code then "Validate" to check your project for errors.  
• If TMDV identifies errors for your project, resolve the errors and check web site until TMDV displays that there are no records to 
display.   



   
Exceptions could indicate either errors in the TeamMate profile or issue data or errors in other SAO databases. If you have confirmed that 
information in TeamMate is correct, contact the TeamMate Administrative Group to initiate corrections to our other databases.  
  
Change Project Status 
Go to the Status and Milestones tab in the profile and change project status to "Post Fieldwork". 
  
Enter the report issuance date in the "Issued (Final Report)" field. REMINDER: DO *NOT* CHANGE THE STATUS OF THE PROJECT TO 
ISSUED. 



  
Complete/Finalize Project  
After the audit report has been sent to OS the audit should be finalized by the Audit Manager.  To do this, go to Review | Finalize.  The finalization 
process will:  



• Halt the process if any issues have not been reviewed;  
• Warn the Audit Manager of unreviewed workpapers and/or steps;   
• Check for uncleared coaching notes;   
• Finalize the project, which prevents any further changes from being made to the file. 



   
Note:  if the project is finalized and the team subsequently needs to add or modify the documentation, contact the TeamMate 
Administrator for assistance.  





http://saosp/WorkingSites/AuditManagement/Documents/Tracker%20Guidance/Tracker%20Quick%20Reference.docx


http://saoapp/TMDV/ViewProjectErrors.aspx
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Guidance/Criteria: 
ADDITIONAL BACKGROUND  
Auditors should consider the following background information and resources when performing work on this area. 
  
TeamMate Protocol Document 



Record of Work Done: 
All of the following steps have been completed for this audit file:  



• All outstanding replicas are merged.  
• All workpapers have been reviewed.  
• Coaching notes have been addressed and cleared.  
• Hardcopy files have been completed and reviewed.  
• Unnecessary files and databases have been appropriately disposed of, and any files or databases needed for future periods have 
been appropriately secured in accordance with SAO’s administrative policy on Data Security and Access.  
• The audit profile has been completed.  
• As applicable, any guest/temporary user access has been disabled (confidential audits only). 
• Issue content has been reviewed and required fields completed.  
• All issues have been signed off as reviewed. 
• The Audit Status of prior audit management letters and findings has been updated in Tracker. 
• All TeamMate Data Validation errors are resolved.  



  
The audit will now be finalized and be marked for archival. 
 
B.1.PRG - Investigation Procedures 
 
Procedure Step: Summary of Conclusions 
Prepared By:  CJG, 6/13/2023 





http://saosp/GeneralInfo/TeamMate/Documents/TM_Protocol.docx
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Reviewed By:  SRS, 7/12/2023 
 



Purpose/Conclusion: 
Purpose/Conclusion: 
To summarize the results of fieldwork and assess whether evidence is sufficient and appropriate to support conclusions. 
  



Testing Strategy: 
Summarize the results of fieldwork including a schedule of the fraudulent activities and amounts which are cross-referenced to supporting work. 
  
Assess the overall sufficiency and appropriateness of evidence obtained throughout the investigation.  In assessing the sufficiency of evidence, 
consider whether there is enough evidence to persuade a knowledgeable person that the conclusions are reasonable.  In assessing the 
appropriateness of evidence, consider its relevance, validity and reliability. 
  



Guidance/Criteria: 
ADDITIONAL BACKGROUND 
Auditors should consider the following background information and resources when performing work on this area. 
   
SAO Audit Policy 1410 - Fraud Investigations 
  



Record of Work Done: 
A summary of the results of fieldwork: 
  
On February 1, 2023, the DOC Audit Director notified our Office regarding a potential loss of public funds as required by state law.  
  
The entity initiated an investigation and determined a payroll loss had occurred due to the subject's failure to submit leave slips. The subject also 
did not submit time cards for 26 pay periods, as required.  
  
The investigation identified an overpayment totaling $8,897.52 between January, 2021 to December, 2022. We found one error during our 
recalculation, which resulted in a slightly different total. We determined that from January 1, 2021 through December 31, 2022, the subject failed 





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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to submit leave slips as required. This resulted in the subject being paid for 303.2 hours he was not entitled to, amounting to an overpayment of 
$8,801.26. 
  
The subject also failed to submit timecards for 26 pay periods between 3/16/21 and 5/1/22. 
  



After reviewing the Department’s investigation, we agreed that the Counselor was not submitting the monthly timecards or leave slips when taking 
leave. However, it was sometimes difficult to determine whether the Counselor was working or not because supervisors for the Counselor did not 
have a tracking mechanism for recording when the Counselor was not working or for guaranteeing leave slips or timesheets were appropriately 
finished and submitted. 



  
The entity has filed a report with law enforcement, the Walla Walla Police department. 
Conclusion: Our results are summarized here: [Investigation Conclusion Summary]   
 
B.1.PRG - Investigation Procedures 
 
Procedure Step: Verify DSA 
Prepared By:  CJG, 3/15/2023 
Reviewed By:  SLB, 3/31/2023 
 



Purpose/Conclusion: 
Purpose / Conclusion: 
To verify that a Data Sharing Agreement is in place before starting the audit. 



Testing Strategy: 
Prior to starting the audit, teams are required to verify that a Data Sharing Agreement is in place by performing the following procedures: 
  



• Go to the DSA Library: https://stateofwa.sharepoint.com/sites/SAO-DataSharingAgreements/DSA/Forms/AllItems.aspx 
• Check the folder corresponding to the entity's MCAG.  This can be done by searching for the MCAG in the upper left search box or by 



finding it in the responsible team's folder. 





https://stateofwa.sharepoint.com/sites/SAO-DataSharingAgreements/DSA/Forms/AllItems.aspx
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• If a DSA is not yet in place, then work with your manager to get an agreement in place prior to starting audit work.  If the entity has a 
No-DSA Waiver in DSA Library, the audit may continue but no confidential data (category 3 or 4) can be requested or received. If this 
restriction becomes a barrier for the audit, the team should consult with their Assistant Director and TAS. 



• If the DSA Scope is other than "General" or DSA Type is something other than "Standard DSA" then auditors should be familiar with the 
contents. 



Guidance/Criteria: 
 



Record of Work Done: 
We checked the DSA Library and confirmed that a Data Sharing Agreement was in place prior to starting audit work. 
 
B.1.PRG - Investigation Procedures 
 
Procedure Step: Reported Loss and Investigation Plan 
Prepared By:  CJG, 3/30/2023 
Reviewed By:  SRS, 5/9/2023 
 



Purpose/Conclusion: 
Purpose/Conclusion: 



• To document the initial reported loss and preliminary assessment completed.  
• To document the investigation plan steps that addresses the anticipated investigation strategy, scope, staffing, and budget. 



  



Testing Strategy: 
Investigators are required to complete steps 1-3: 
1. Make initial contact with the client (within 5 business days of initial loss report date) and discuss loss with audit manager. 
2. Complete a Preliminary Assessment Worksheet (PAW). Complete Team level review and submit to Team SI  for review within 10 business days 
of initial loss report date. Please use the PAW review library to upload and document reviews completed and notification for Team Fraud's review. 
Link to PAW review library: http://saosp/TeamSites/Fraud/PAWs/Forms/AllItems.aspx 





http://saosp/TeamSites/Fraud/PAWs/Forms/AllItems.aspx
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3.  Based on Team SI's review of the completed PAW next investigation steps will be determined.  



• For risks determined to be included in the current audit, GENL time should be used to start. Please reserve at least 5 hours GENL for 
the Team SI to bill for review. Reminder: When planning investigation work remember to consider the following elements: 



• Approach and testing strategies 
• Initial scope of the investigation (time frame and areas examined) 
• Procedures to determine if scope should be expanded (“what else” question) 
• Procedures to understand internal controls, if necessary 
• Whether interviews need to be conducted and, if so, the timing, nature of the questions, and who will lead the interviews. 
• Estimated time-frame/fieldwork completion date, budget, and staffing resources.   
• In some instances an MOU may be something that is wanted to ensure clear communication. If this is the case, please work with 
the Special Investigations team to get the MOU approved. There are example MOU's on the sharepoint site.  



  
4.  Request the set up of an audit number and budget in TABS. Budget requests are expected to be approved by Team SI.  
(Option A) For external investigation review work, please send an email budget request to the Team SI for approval. Example budget request 
emails can be found on the sharepoint site:  http://saosp/TeamSites/Fraud/FraudExamples/BudgetRequestExample.msg 



• (Option B) For draft investigation plan, the budget will be documented in the approved plan. After the Team SI has approved the plan, 
they will send an email notifying you of the total budget approval. Prepare a BUCO and attach the email approving the budget to establish 
FRAD hours in EIS.  



• Required: The budget will be documented in the approved plan. After Team SI has approved the plan, they will send an email notifying 
you of the total budget approval. Prepare a BUCO and attach the email approving the budget to establish FRAD hours in EIS.  



• Required: Obtain and document advance approval from the Team SI for any significant modifications throughout the investigation or 
need for a budget increase. Document these modifications in the fraud fieldwork plan document.  



Guidance/Criteria: 
ADDITIONAL BACKGROUND 
Auditors should consider the following background information and resources when performing work on this area. 
  
Reminder: When planning investigation work remember to consider the following elements: 



• Approach and testing strategies 





http://saosp/TeamSites/Fraud/FraudExamples/BudgetRequestExample.msg
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• Initial scope of the investigation (time frame and areas examined) 
• Procedures to determine if scope should be expanded (“what else” question) 
• Procedures to understand internal controls, if necessary 
• Whether interviews need to be conducted and, if so, the timing, nature of the questions, and who will lead the interviews. 
• Estimated time-frame/fieldwork completion date, budget, and staffing resources.   
• In some instances an MOU may be something that is wanted to ensure clear communication. If this is the case, please work with 
the Special Investigations team to get the MOU approved. There are example MOU's on the sharepoint site.  



  
SAO Audit Policy 1410 - Fraud Investigations 
  
  
  



Record of Work Done: 
Reported Loss: 
1. Initial contact was made with the client on March 15, 2023. The loss was submitted to our office on 2/1/23. 
2. A Preliminary Assessment Worksheet (PAW) was not completed. Based on the fact that DOC had completed an internal investigation and 
attached the completed report to the loss submission, Special Investigations Manager Stephanie Sullivan determined to bypass the PAW step and 
move right to performing an external investigation review [FW_ Fraud Report F-23-031]. 
  
Investigation procedures: 
Based on the information contained in the submitted loss report, the following investigation procedures were determined:  
Review the completed external investigation completed by DOC - Assigned Investigators were Michele Wood, Former Associate Superintendent 
and Jessica Perva, Health Services Investigator 3.  



1. Establish external review budget. We gave consideration to the estimated time-frame/fieldwork completion date, budget, and 
staffing resources. We also considered if there were any other audits currently going on and if additional risks should be considered. 
An overall budget of 21 hours was approved on 2/22/23.  
2. Inform entity of estimated investigation costs. An overall budget of 21 hours was approved. We spoke with Michelle Walker, Audit 
Director, on 3/15/23.  



  
 





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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B.1.PRG - Investigation Procedures 
 
Procedure Step: Communications and Interviews 
Prepared By:  CJG, 3/30/2023 
Reviewed By:  SRS, 5/9/2023 
 



Purpose/Conclusion: 
Purpose/Conclusion: 
To document interviews conducted during our investigation. 
  



Testing Strategy: 
Consult with the Special Investigations Program Manager on whether interviews need to be conducted and, if so, the timing, nature of the 
questions, and who will lead the interviews. 
  
Document interviews conducted. If the entity conducted interviews, get a copy of the notes or records. 
  



Guidance/Criteria: 
ADDITIONAL BACKGROUND 
Auditors should consider the following background information and resources when performing work on this area. 
   
SAO Audit Policy 1410 - Fraud Investigations 
  



Record of Work Done: 
Procedures: 
  
During the course of our investigation, we documented various communication with the entity and other parties, as applicable in this linked 
communications log: [Communication Log _ Status Updates]. 
  





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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During the external investigation, interviews were conducted by Michelle Wood, Former Associate Superintendent and Jessica Perva, Health 
Services Investigator 3 with (see report for attachments:Final report and attachments_Original Submission): 
  
Health Services Manager 3 (HSM3) Darren Chlipala was interviewed as a Witness on March 3, 2022. (Attachment 7) 
HSM3 Chlipala was interviewed as he had compiled a list of days that CMHC2 Marichalar called in sick or late. HSM3 Chlipala explained that the 
logs he submitted were from the Outpatient Clinic which is where Health Services staff are required to call into if they are going to be late or out 
sick. When asked how supervisors know their staff have completed leave slips, he stated that supervisors are responsible for their direct reports, 
but it is the responsibility of the employee to make sure they complete their leave slips. The Washington State Penitentiary (WSP) does not have a 
tracking mechanism for ensuring leave slips are completed. He went on to say that there is also nothing in place to track the hours a person 
misses when they call in late. CMHC2 Marichalar does not work in the same building as his supervisors, so it is unknown the number of hours he 
misses or if he comes to work. (Attachments 7 & 11).  
  
Wayne Crowell, Mailroom Sgt, was interviewed as a Witness on March 3, 2022. (Attachment 5) 
Sgt. Crowell was interviewed as CMHC2 Marichalar’s supervisor during his reassignment to the mailroom pending an investigation. When asked 
how CMHC2 Marichalar notified him when he would not be to work Sgt. Crowell explained, CMHC2 Marichalar did not always notify him that he 
was going to be absent. The list of dates that CMHC2 Marichalar was gone is based on the days he did not pick up his tools. Sgt. Crowell said he 
did not know he was supposed to track CMHC2 Marichalar absences, because CMHC2 Marichalar was already working in the Mailroom when Sgt. 
Crowell was awarded the bid for the Mailroom job, November 6, 2021. According to Sgt. Crowell, CMHC2 Marichalar called in for a variety of 
reasons; he had COVID; his family had COVID and sometimes the call-ins were weather related. Sgt. Crowell was unsure as to who CMHC2 
Marichalar was supposed to turn his leave slips into. (Attachment 5).  
  
Dr. Eric Rainey-Gibson, Psychologist 4, was interviewed on March 7, 2022. (Attachment 4) 
Dr. Rainey-Gibson was interviewed as CMHC2 Marichalar's supervisor prior to CMHC2 Marichalar's reassignment to the Mailroom.  Dr. Rainey-
Gibson stated he had no idea why CMHC2 Marichalar was absent. CMHC2 Marichalar did not call him directly but called the Outpatient Clinic 
instead.  According to Dr. Rainey-Gibson, CMHC2 Marichalar stopped calling in sometime last October 2021.  Dr. Rainey-Gibson admitted that 
there is no tracking mechanism to track how much time someone misses when they call in sick or to verify if they come in later in the day. CMHC2 
Marichalar was supposed to email Dr. Rainey-Gibson each day when he came into work and when he left but he didn’t.  
  
According to Dr. Rainey-Gibson he did not know when CMHC2 Marichalar was at work and when he wasn’t.  He stated he had no contact with 
CMHC2 Marichalar after March of last year, after CMHC2 Marichalar was assigned to the Mailroom.   
When asked if he had anything else to add, Dr. Rainey-Gibson said this is not new behavior for CMHC2 Marichalar.  During a review of staff leave 
usage conducted in 2020 he noticed that there were times CMHC2 Marichalar called in but did not complete leave slips.  Dr. Rainey Gibson worked 
with HR and Payroll to get CMHC2 Marichalar caught up on his leave slips. In mid-2020 Dr. Rainey-Gibson issued a Letter of Concern to CMHC2 
Marichalar regarding his attendance issues.  
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CMHC2 Donicio Marichalar was interviewed as the Subject on March 9, 2022. (Attachment 6) 
CMHC2 Marichalar stated he missed a lot of time due to COVID and was not aware of the amount of time lost. He acknowledged it is his 
responsibility to complete leave slips and found it surprising that he did not turn in slips. CMHC2 Marichalar said he did not believe he had to 
complete timecards once he was reassigned to the Mailroom.  
He also added that he was told to call in to the Mailroom Sgt. if he was not going to be to work and for his leave. (Attachment 6)  
  
CMHC2 Donicio Marichalar was interviewed again on April 14, 2022. (Attachment 18) 
CMHC2 Marichalar was interviewed again to clarify some of his original answers and seek clarification of his understanding of the process for 
submitting leave requests as well as his understanding of the consequences for not submitting leave requests.  On two occasions he was waiting 
to talk to the Mailroom Sgt. on how to fill out leave slips for Covid and how to file for L&I for Covid.   
CMHC2 Marichalar states, he knows he has been completing leave slips, that he would be stupid for not turning them in. At the end of the 
interview, he said he was flabbergasted that he did not complete the leave slips.   
CMHC2 Marichalar acknowledged he is responsible for turning in leave slips for time missed. He also acknowledged that failing to turn in leave in 
leave slips makes it look like he is stealing from the state. He still could not provide an explanation as why he did not turn in leave slips.  CMHC2 
Marichalar stated he has been completing leave slips but could offer no explanation as to why they were not showing in the system.   
CMHC2 Marichalar said, he was told by HSM1 Crystal Abdulwahid to stop calling into the Outpatient Clinic but instead call the Mailroom Sgt. 
However, during HSM1 Abdulwahid’s interview she, couldn’t recall the conversation. HSM1 Abdulwahid said, she would have redirected him to his 
letter which stated he needed to notify the Mailroom Sgt. (Attachment 17)  CMHC2 Marichalar stated he has not been turning in timecards since 
he was reassigned to the Mailroom.  He has not received any notices from the timecard system for timecards not submitted. (Attachment 18)  
  
CMHC2 Donicio Marichalar was interviewed again on September 15, 2022. (Attachment 21) 
CMHC2 Marichalar explained that he’d been screened out several times between 2021 and 2022 for none of which he submitted an HRMS leave 
slip. CMHC2 Marichalar said, “When I returned after having COVID, I was never asked to submit a leave slip or claim those hours. It was my 
understanding when you get COVID and are screened out the screener and/or contract nurse who would contact me would then relay that 
information to HR and/or my supervisor and the time I was out would be accounted for.”  On February 19, 2021, CMHC2 Marichalar noted on his 
approved timecard 1.5 hours of leave, HRMS shows not leave slip for that date. (Attachment 16 pg.6) I asked CMHC2 Marichalar if he could 
account for that date and the missing leave slip? CMHC2 Marichalar said, “I don’t recall. This was 20 months ago.”   
  
When asked why he failed to submit timecards between March 16, 2021 – September 15, 2022, CMHC2 Marichalar said, “I don’t know...During 
my reassignment I wasn’t submitting timecards just leave slips.” CMHC2 Marichalar was reassigned to the mailroom on March 29, 2021. 
(Attachment 3) CMHC2 Marichalar was asked if he received the auto-generated timecard reminders? CMHC2 Marichalar said, “No.” CMHC2 
Marichalar explained, recently he had been searching for his outlook deleted folder and found several unopened timecard reminders emails. 
CMHC2 Marichalar couldn’t recall seeing these email reminders in his inbox.  
  
Jean Hardcastle Agency Payroll officer was interviewed on October 14, 2022. (Attachment 25) 
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APO Hardcastle was asked by the Appointing Authority and Human Recourses to determine if a particular set of dates had HRMS leave slips 
submission. APO Hardcastle audited CMHC2 Marichalar leave and created an excel spreadsheet. (Attachment 26) APO Hardcastle explained that 
several of the dates provided had been affected by paid leave accrual dates and possible overpayment to CMHC2 Marichalar. APO Hardcastle 
explained the accrual process “If leave is taken prior to the 16th of the month that’s when things can become an issue. Accrual is earned when 
you have 80 hours in pay status. So, if paid leave turns into leave without pay it could push his accrual out further and further.”  APO Hardcastle 
requested a separate meeting with the Appointing Authority to discuss the overpayment and calculate the exact amount owed.  
  
  
During SAO's review of the external investigation, interviews were conducted by SAO with Jean Hardcastle, APO, Michelle Walker, Audit Manager, 
Juline Martin, Operations Review Coordinator and Scott Bills, SAO AM.  
  
We asked Jean about the one day (4/22/22) that we could not substantiate as being an absence that should be included in the misappropriation 
amount. Jean agreed that the 8 hr shift on this day was included in her leave audit in error. She concurred with our recalculated misappropriation 
amount. 
We also discussed the employee's status and discussed the overpayment process. Michelle stated the subject has been coming to work and 
submitting leave slips, but not consistently. Jean stated she is aware of at least one additional pay  period where he inappropriately used leave 
and was overpaid. Michelle informed us that there have been some improvements to the call out procedure - with notifications now going directly 
to employee's supervisors. She also said that there are a lot of vacancies at the Walla Walla WSP and they've discovered that some notifications 
have been going to supervisory positions that are vacant, and so no one is getting the notification.  
  
 
B.1.PRG - Investigation Procedures 
 
Procedure Step: External Review Assessment 
Prepared By:  CJG, 6/13/2023 
Reviewed By:  SRS, 7/12/2023 
 



Purpose/Conclusion: 
Purpose: To determine if our Office can rely on the work conducted and the conclusions reached by the external investigation. 
  
Conclusion: 
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We determined we could rely on the work conducted. The external investigation identified misappropriation totaling $8,987.52 and questionable 
expenditures between January 1, 2021 and December 31, 2022. There was one 8 hour shift that was included in this calculation in error. DOC 
Payroll agrees with our recalculation and will amend their report. The total overpayment is substantiated as $8,801.26 which was paid for 303.2 
hours of leave the subject was not entitled to.  
  
The subject also failed to submit timecards for 26 pay periods between 3/16/21 and 5/1/22 and we agree in full with this assertion as stated in the 
investigation report. 
  



Testing Strategy: 
Review the external investigation using the external review checklist and TeamMate as your documentation tools. 
  
The main goal is to determine if we can rely on the work performed and agree with their investigation conclusions. Areas to consider if we 
agree: 



• The overall results 
• Dollar amount 
• Investigation approach/method 
• Scope (did they look back far enough) 
• Completeness 
• How responsibility was assigned 
• If/how the what else areas were addressed 
• If/how interviews were conducted? (If yes, get a copy of the interview notes and attach to TM file) 



  
Expectations: 



• Required: Team SI must approve any additional work before it is performed.   
• Use SAOShare for receiving external investigations 
• Use the tools available, such as TeamMate and External review checklist to document your work 
• Exercise good communication - keep your Manager and Team Fraud informed, including when you request and receive an 
entity's investigation and document dates in the fraud database activity log 
• Ensure your documentation is clear, concise, understandable, and relevant 
• Ensure work is complete, well thought out, and timely 



  



Guidance/Criteria: 
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Record of Work Done: 
Auditor Procedures: 
 
Step 1. We obtained the entities external investigation report. See [Final report and attachments_Original Submission] for initially submitted report 
and here for version submitted with minor updates: [Final report_3-15-2023_Updated version]. Attachments were provided in the initial report 
(B.1.4) as well as some external documents: 



• [Leave Changes Log - 776382_Original Submission] - Leave Changes Log. Includes screen shots from HRMS for leave 
submissions as well as tracked changes made by Payroll to move leave to LWOP when necessary. 
• [Marichalar Leave Audit 2021 - May 2022_FINAL_3-15-23] - Leave Audit performed by Payroll to tie out leave reported 
on time cards, in HRMS, and to track modifications to leave balances due to accrual process. Spreadsheet also includes calculation of 
LWOP hours, the subject's salary and calculation of overpayment amounts. 
•  [RE covid screen out protocols] - Covid Protocols - additional attachment not included in original file submission. 



  
Step 2. We reviewed the work performed by DOC - Assigned Investigators were Michele Wood, Former Associate Superintendent and Jessica 
Perva, Health Services Investigator 3.  
We documented our review in our checklist here: [Fraud External Investigation Review Checklist]. 
We also tied all reported absences to the subject's time card, leave reported in HRMS, reported absences per his supervisor and other 
documentation provided in the report. See recalculations and comments on TAB #1 here: [Marichalar Leave Audit 2021 - May 2022_FINAL_3-15-
23]. 
We summarized our conclusions on tab "Summary" here: [Marichalar Leave Audit 2021 - May 2022_FINAL_3-15-23]. 
  
External Review Conclusion: We determined we could rely on the work conducted. The external investigation identified misappropriation totaling 
$8,987.52 and questionable expenditures between January 1, 2021 and December 31, 2022. There was one 8 hour shift (amounting to a difference 
of $186.26) that was included in this calculation in error. DOC Payroll agrees with our recalculation and will amend their report. The total 
overpayment is $8,801.26 which was paid for 303.2 hours of leave the subject was not entitled to.  
  
The subject also failed to submit timecards for 26 pay periods between 3/16/21 and 5/1/22 and we agree in full with this assertion 
as stated in the investigation report. 
  
  
 
B.2.PRG - Concluding Procedures 
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Procedure Step: Reporting 
Prepared By:  CJG, 7/5/2023 
Reviewed By:  SRS, 7/12/2023 
 



Purpose/Conclusion: 
Purpose/Conclusion: 
To determine and document our reporting of the investigation results. 
  



Testing Strategy: 
Investigators are responsible for reviewing any work performed by auditors. Prior to deciding level of reporting, documentation must be reviewed 
by Team SI.  
It is often helpful to Brainstorm with Team SI on how to frame the investigation report. Considerations include: 



• How to best “tell the story” in the report 
• The status of employment of the individual 
• Work performed by the entity or external parties 
• How the fraud was detected 



• Any agreed-upon restitution including the cost of the investigation 



• The length of the fraud 



  
Attach the final reports in TeamMate.  



Guidance/Criteria: 
ADDITIONAL BACKGROUND 
Auditors should consider the following background information and resources when performing work on this area. 
   
SAO Audit Policy 1410 - Fraud Investigations 





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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Record of Work Done: 
Auditor procedures: 



1. We brainstormed with the Special Investigations Program Manager and determined to report our results we would issue a reduced investigation 
report.  



2. Setup an exit planning meeting to: 



• Strategize the exit - Connect with Special Investigations Program Manager  We scheduled an exit conference for June 27 at 9:30 am via 
TEAMS. 



• Determine attendees - Work with the client to determine who they want to attend, but it cannot be an open public meeting. We invited 
Michelle Walker, Audit Director, Juline Martin, Operations Review Coordinator, and Zainab A Ghazal, Health Services Administrator. From 
SAO, we invited Special Investigations Program Manager Stephanie Sullivan [F-23-031 Results]. 



• DO NOT share the draft report with your client until the exit meeting (exceptions need to be discussed with the Special Investigations 
Program Manager) Per guidance from Stephanie Sullivan for state agencies the report was shared in pdf format via SAO share 24 hrs 
before the exit. Juline Martin confirmed they would not share the report. 



  
3. After Exit procedures: 



• Gather the entity response and add it to the report in track changes in ARL. Notify the Special Investigations Program Manager the 
response is ready for review. The agency had 10 business days to provide a response. We received a response [DOC response to SAO 
investigation (002)], worked with Stephanie Sullivan to request two minor changes, added the modified response to the report, and 
notified Stephanie Sullivan it was ready for review. 



• Set report publish date - Special Investigations Program Manager will assist in determining a report date, which needs to be at least one 
week out to provide executive management an opportunity to review. Stephanie determined a report date of July 10. 



• Inform OS of publish date - Leave a note in ARL for OS, informing them of the publish date. Commented added to request the report be 
published July 10. 



• Check the “publish” box – You must do this early – at least a week before the publish date. Checking the box kick-starts OS’s process to 
finalize the report and notify executive management.  



  
4. Create an exception and attach the final approved Reduced investigation report to the TeamMate file. If reduced or full investigation report, 
create a finding level exception in TeamMate and then go into ARL to create the draft investigation report. Make sure the language in the report 
matches the exception language in TM. See final report here: [1032819]. 
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5. Complete the requested information fields in the fraud database on the Outcome tab attach the recommendation into the supporting 
documents within the database. Notify, Team SI that the case is ready to be closed in the database.  



 
B.2.PRG - Concluding Procedures 
 
Procedure Step: Exit Conference 
Prepared By:  CJG, 6/27/2023 
Reviewed By:  SRS, 7/12/2023 
 



Purpose/Conclusion: 
Purpose/Conclusion: 
To communicate the results of our investigation with the client. 



Testing Strategy: 
Conduct an exit conference with the client to discuss the approved draft report – this may be in person or via video call or phone.  Depending on 
significance, other attendees may include the Special Investigations Program Manager and Audit Manager.  Document the following:   



• Where the meeting was held or if it was conducted via video call or phone 
• When the meeting was conducted 



• Who attended the meeting 



• Significant discussion points  
If a exit recommendation will be issued, a formal exit conference is not required; instead, contact the client to discuss the results of our 
investigation with them before giving/sending the letter. Just a reminder, it is a best practice to use SAOShare to send the draft reports or deliver 
in person. Document this communication including who, when, and any significant discussion points. 



Guidance/Criteria: 
ADDITIONAL BACKGROUND 
Auditors should consider the following background information and resources when performing work on this area. 
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SAO Audit Policy 1410 - Fraud Investigations 
  
  



Record of Work Done: 
Exit Conference: 
The following people attended the exit conference on June 27, 2023 via TEAMS: 



• Michelle Walker, Audit Director 
• Juline Martin, Operations Review Coordinator 
• Zainab A Ghazal, Health Services Administrator 
• Stephanie Sullivan, Special Investigations Program Manager 



  
  
We went over the results of the investigation. In addition to the investigation, the following items were also discussed: 



• Zainab disclosed that they have since conducted a preliminary disciplinary meeting with the subject. Zainab stated that the subject took 
responsibility for not submitting leave slips, acknowledged it was his responsibility to submit leave slips, could not explain why leave slips 
were not submitted and acknowledged that he knew the overpayment amount. DOC is moving towards termination but has a meeting 
scheduled with their AG to discuss options before moving forward. 



• Zainab disclosed that the subject has continued to have difficulties with attendance and other job related performance issues. 
  
 
B.2.PRG - Concluding Procedures 
 
Procedure Step: Quality Control Assurance Certification 
Prepared By:  CJG, 7/5/2023 
Reviewed By:  SRS, 7/12/2023 
 



Purpose/Conclusion: 
Purpose/Conclusion: 
To certify adherence to the expectations set forth by the Audit Policy Manual. 





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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Testing Strategy: 
This step must be signed-off by the Investigator and Audit Manager. 



Guidance/Criteria: 
ADDITIONAL BACKGROUND 
Auditors should consider the following background information and resources when performing work on this area. 
  
SAO Audit Policy 3430 - Quality Assurance Certification  
  



Record of Work Done: 
I certify the following expectations were met and Audit Policies that are common to all types of SAO engagements: 
  
1.  I am independent and exercised objective and impartial judgment on all issues associated with conducting this investigation and reporting on 
the results.  Audit Policy 3110 - Independence and Ethics 
  
2.  I used reasonable care and professional skepticism throughout this investigation.  Audit Policy 3130 – Professional Judgment  
  
3.  Work was performed by staff who collectively possesses adequate professional competence.  Audit Policy 3140 – Competence and CPE  
  
4.  Assistants on the investigation were informed of their responsibilities and objectives of the procedures they were to perform, and their work 
was reviewed to ensure it was properly performed and documented.  Audit Policy 3160 – Supervision and Review  
  
5.  Documentation, including any evidence maintained in a paper file, was reviewed and coaching notes were resolved.  Audit Policy 3160 – 
Supervision and Review  
  
6. Work was sufficiently documented to enable a knowledgeable person, who has had no previous connection with the investigation, to ascertain 
that the information collected and the work performed support significant judgments and conclusions.  Audit Policy 3310 – Standards for 
Documentation 
 





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-3430.docx?d=we15a6666aad74ea08076736b1318f406&csf=1&web=1&e=OvWdWL
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Issues 
 



ISS.1 - F: Leave slips and timecards not submitted 
Prepared By:  CJG, 7/5/2023 
Reviewed By:  SRS, 7/12/2023 
Type:   Fraud 
Category:  Payroll/Personnel 
Reporting Level(s): Finding    



Impact   
Cost Savings:     
Questioned Costs:  



Issue 



Background and Investigation Results 



On February 1, 2023, the Department notified our Office regarding a 
potential loss of public funds, as required by state law (RCW 43.09.185). 
In February 2022, the Department found that a Corrections Mental 
Health Counselor working at the Washington State Penitentiary 
neglected to submit leave slips for numerous days between January 2021 
and February 2022.   



The Department opened an investigation, which was completed in March 
2023. The investigation determined a payroll overpayment totaling 
$8,801.26 occurred between January 16, 2021, and November 15, 2022. 
The Department’s investigation found: 



• In March 2021, the Department reassigned the 
Corrections Mental Health Counselor to the mailroom for 
work pending an investigation into allegations of 
performance concerns.  



• Between March 2021 to May 2022, the Counselor did not 
submit monthly timecards to show actual time worked or 
consistently submit leave slips for work absences, as 
required, resulting in inaccurate time reporting and leave 
balances.  



• The Department interviewed a mailroom sergeant who 
supervised the Counselor between March 2021 and 
October 2021. The sergeant said he was not aware that 
he was supposed to keep track of the Counselor's 
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absences, and the Counselor did not always notify him 
when he was going to be absent. 



• The Department interviewed a second mailroom sergeant, 
who took over supervising the Counselor in November 
2021. During the interview, the second mailroom sergeant 
said the Counselor would call out of work for a variety of 
reasons, but he was unsure to whom the Counselor was 
supposed to give his leave slips for approval. 



• The Department used leave accrual records, limited call 
out logs for days the Counselor called in sick and dates the 
mailroom sergeants informally noted when the Counselor 
was not at work to determine the amount of time the 
Counselor was overpaid. The investigation summarized 
the Department overpaid a total of 303.2 hours or 
$8,801.26 to the Counselor for time not worked when 
leave slips should have been reported between January 
2021 and November 2022.  



• The Department interviewed the Counselor in March, April, 
and September 2022. He said it was his responsibility to 
submit leave slips, but he was unable to explain why his 
leave was not accurately recorded. In addition, he said 
that he believed he was no longer required to submit 
timecards once reassigned to the mailroom and that the 
timecard system did not send him the automatic email 
reminders to do so. 



• On April 11, 2023, the Department sent the Counselor an 
overpayment notice requesting that he repay $8,801.26 
for leave taken when it was not available to him due to 
inaccurate leave balances.  



After reviewing the Department’s investigation, we agreed that the 
Counselor was not submitting the monthly timecards or leave slips when 
taking leave. However, it was sometimes difficult to determine whether 
the Counselor was working or not because supervisors for the Counselor 
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did not have a tracking mechanism for recording when the Counselor 
was not working or for guaranteeing leave slips or timesheets were 
appropriately finished and submitted. 



Control Weaknesses 



Internal controls at the Department were not adequate to safeguard 
public resources. The Department’s investigation found the following 
weaknesses allowed the inappropriate time reporting to occur: 



• The Department lacks sufficient internal controls to ensure 
employees are submitting timecards in order to support 
time worked and paid out by the Department. 



• There was no supervisory tracking of leave used by the 
Counselor or review performed to confirm the Counselor 
submitted a monthly timesheet and leave slips when not 
working.  



Recommendations 



We recommend the Department strengthen internal controls around 
timecard and leave slip submission. Specifically, the Department should 
improve training and communication with supervisors to ensure they are 
reviewing and approving timecards and leave slips in a timely and 
accurate manner. 



We also recommend the Department seek recovery of overpaid amounts, 
as appropriate, from the Corrections Mental Health Counselor. 



We will refer this case to the Washington State Executive Ethics Board 
for any further action it determines is necessary. 
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NOTES 
  LOR: [LOR Summary] 
Reduced Fraud Report recommendation. 
  
We communicated this to Michelle Walker, Audit Director, on 4/10/23.    
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RE covid screen out protocols.msg

RE: covid screen out protocols


			From


			Zamora-White, Lydia (DOC)


			To


			Martin, Juline E. (DOC)


			Cc


			Walker, Michelle D. (DOC)


			Recipients


			jemartin@DOC1.WA.GOV; mdwalker1@DOC1.WA.GOV





Good afternoon, I was able to locate some information on the Covid protocols we followed.  I am attaching them for your review.





 





There were several changes made to our protocols during the last 3 years, however, I do recall that in the beginning of Covid, everyone who was sent home, was on admin leave.  Then when things changed, staff that had symptoms, were sent home on their own leave.  





 





If staff were sent home for close contact, or mapped out, the they were on admin leave.  





 





Hope this information is helpful.





 





Thanks. 





 





 





Lydia Zamora-White 





Human Resource Manager





Washington State Penitentiary





(509)524-7701





 





 





 





 





From: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV> 
Sent: Monday, March 27, 2023 12:17 PM
To: Zamora-White, Lydia (DOC) <lzamorawhite@DOC1.WA.GOV>
Subject: FW: covid screen out protocols





 





Good morning,  Trying to track the information listed below in yellow.  Thank you 





 





Juline Martin





Operations Review Coordinator
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Teleworking (teams/e-mail/cell) 





509-440-0543





 





From: Key, James R. (DOC) <jrkey@DOC1.WA.GOV> 
Sent: Monday, March 27, 2023 12:14 PM
To: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV>
Subject: RE: covid screen out protocols





 





The local HR department at WSP should have that information on both issues.  Thanks





 





From: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV> 
Sent: Monday, March 27, 2023 12:07 PM
To: Key, James R. (DOC) <jrkey@DOC1.WA.GOV>
Subject: FW: covid screen out protocols





 





Good morning, 





 





Myndi says you may be able to help with my question highlighted in yellow below.  





 





Juline Martin





Operations Review Coordinator





Department of Corrections





Teleworking (teams/e-mail/cell) 





509-440-0543





 





From: Miller, Arminda P. (DOC) <arminda.miller@doc1.wa.gov> 
Sent: Monday, March 27, 2023 11:53 AM
To: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV>
Subject: RE: covid screen out protocols





 





This element of COVID 19 Response fell to Amy Bean out of HQ HR, who is no longer with DOC. Not sure who the best point of contact in HR would be now. Perhaps James Key would know who the best POC is now? 





 





From: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV> 
Sent: Monday, March 20, 2023 2:14 PM
To: Miller, Arminda P. (DOC) <arminda.miller@doc1.wa.gov>
Subject: RE: covid screen out protocols





 





Let me know when a good time is to connect.





 





Juline Martin





Operations Review Coordinator





Department of Corrections





Teleworking (teams/e-mail/cell) 





509-440-0543





 





From: Miller, Arminda P. (DOC) <arminda.miller@doc1.wa.gov> 
Sent: Friday, March 17, 2023 1:28 PM
To: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV>
Subject: RE: covid screen out protocols





 





I tried to call you via teams, lets try to connect so we can talk about this. There were different phases and leave was handled one way and then transitioned throughout the years of response. 





 





From: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV> 
Sent: Thursday, March 16, 2023 2:55 PM
To: Miller, Arminda P. (DOC) <arminda.miller@doc1.wa.gov>
Subject: covid screen out protocols





 





Good Afternoon, 





 





I was given your name and was told you might know where documentation is at for Covid Screen out protocols at Washington State Penitentiary.





 





Were staff required to submit a leave slip when they were screened out?





 





Juline Martin





Operations Review Coordinator





Department of Corrections





Teleworking (teams/e-mail/cell) 





509-440-0543





 








20200402 AllStaffMessageReExpansion of FMLA and Sick Leave Due to the Federal Families First .._.pdf






 
 




STATE OF WASHINGTON 




DEPARTMENT OF CORRECTIONS 
P. O. Box 41100Olympia, Washington 98504-1100Tel (360) 725-8500 




 




 




 
 
 
April 2, 2020 
 
 
 
TO: All DOC Employees 
  
FROM: Melia Olsen, Director  




Human Resources  
  
SUBJECT: Expansion of FMLA and Sick Leave Due to the Federal Families First 




Coronavirus Response Act (FFCRA) 
 
 
The federal Families First Coronavirus Response Act (FFCRA) was enacted on March 18, 2020. 
It includes two different employee leave acts: Emergency Paid Sick Leave Act (EPSLA), which 
provides up to 80 hours of paid leave to qualifying employees who need leave for their own 
COVID-19 health related issues, to care for an individual with COVID-19 issues, or to care for a 
minor child due to a COVID-19 related school or child care closure and the Emergency Family 
and Medical Leave Expansion Act (EFMLEA), which provides qualifying employees up to 
twelve weeks of paid and unpaid leave to care for a minor child due to a COVID-19 related 
school or child care closure.  
 
These acts are effective on April 1, 2020 and expire on December 31, 2020. Attached please find 
a poster explaining employee rights are under the EFMLEA and EPSLA.  
 
Please contact your local human resources office with any questions.   
 
Attachment   
 
 
 
 
 
 















Expansion of FMLA and Sick Leave Due to the Federal Families First Coronavirus Response 
Act (FFCRA) 
April 2, 2020 
Page 2 
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Created by Department of Social and Human Services, partnered  
with the Attorney General’s Office and OFM State Human Resources 
 




 Last Updated: January 3, 2022 
1 




 




COVID-19 Scenarios 
The information shared on this chart does not necessarily guarantee benefits. Speak with your local HR consultant to verify coverage. 




 




# Scenario Description Sick Leave 
Family and 




Medical Leave 
Act 




Washington Paid 
Family and 




Medical Leave 
Vacation Leave Shared Leave Leave Without 




Pay 




No Loss in Pay 
(leave with pay, use 




miscellaneous 
leave code 9045) 




 
Sample 
scenarios 




Standard Standard Standard Standard Standard Standard 




Authorized by 
Governor’s 




Proclamation 20-05 
and State HR 




Direction 




1 




Employee tests positive for 
COVID-19 and has indicated 
they are unable to perform 




work the employer has 
available for them (availability 
of telework does not preclude 
the employee from taking the 




leave) 




 
May qualify; 




work with your 
HR consultant 




Refer to ESD 
 




May qualify; work 
with your HR 




consultant   




2 




Employee has symptoms of 
COVID-19, is seeking a 




medical diagnosis and has 
indicated they are unable to 
perform work the employer 




has available for them 
(availability of telework does 
not preclude the employee 




from taking the leave) 




 




May qualify; 
work with your 
HR consultant 




Refer to ESD 
 




May qualify; work 
with your HR 




consultant   
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# Scenario Description Sick Leave 
Family and 




Medical Leave 
Act 




Washington Paid 
Family and 




Medical Leave 
Vacation Leave Shared Leave Leave Without 




Pay 




No Loss in Pay 
(leave with pay, use 




miscellaneous 
leave code 9045) 




3 




Employee is subject to a 
governmental stay home 




order and the employer does 
not have any work for them to 




do (telework is also not 
available)  




       




4 




Employee is not sick but has 
been advised by a health care 




provider not to be in the 
workplace due to increased 
risk of COVID-19, but does 




qualify as high risk as defined 
in HELSA (NOTE: Where 




telework is determined to be a 
reasonable accommodation 




available to the employee, an 
employer may limit the use of 




leave) 




 
May qualify, 




work with your 
HR consultant 




Refer to ESD  
May qualify; work 




with your HR 
consultant  




 




 




5 




Employee cannot perform 
work the employer has 




available for them because 
they are caring for an 




individual who is quarantining, 
isolating, or remaining at 




home due to an order related 
to COVID-19 (availability of 
telework does not preclude 




the employee from taking the 
leave) 




May qualify; 
work with your 
HR consultant 




May qualify; 
work with your 
HR consultant 




Refer to ESD  
May qualify; work 




with your HR 
consultant   
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# Scenario Description Sick Leave 
Family and 




Medical Leave 
Act 




Washington Paid 
Family and 




Medical Leave 
Vacation Leave Shared Leave Leave Without 




Pay 




No Loss in Pay 
(leave with pay, use 




miscellaneous 
leave code 9045) 




6 




Employee cannot perform 
work the employer has 




available for them because 
their child’s school is closed/in 
remote learning mode and/or 




their child care provider is 
unavailable due to COVID-19 
(availability of telework does 
not preclude the employee 




from taking the leave)   




    




May qualify; work 
with your HR 




consultant   




7 




Employee cannot perform 
work the employer has 




available for them because 
their child was exposed or 




screened out due to 
symptoms from the child’s 




school or daycare and needs 
to quarantine/isolate due to 




COVID (availability of telework 
does not preclude the 




employee from taking the 
leave)  




    




May qualify; work 
with your HR 




consultant   




8 
Employee fears congregate 




areas and refuses to come to 
work    




May qualify; 
work with your 
HR consultant  




May qualify; work 
with your HR 




consultant  
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# Scenario Description Sick Leave 
Family and 




Medical Leave 
Act 




Washington Paid 
Family and 




Medical Leave 
Vacation Leave Shared Leave Leave Without 




Pay 




No Loss in Pay 
(leave with pay, use 




miscellaneous 
leave code 9045) 




9 




Employee is not sick but has 
been advised by a health care 




provider not to be in the 
workplace due to high risk of 




COVID-19 as defined in HELSA 
(NOTE: Where telework is 




determined to be a reasonable 
accommodation available to 
the employee, an employer 
may limit the use of leave) 




 
May qualify; 




work with your 
HR consultant Refer to ESD 




 




May qualify; work 
with your HR 




consultant   




10 




Employee is subject to a 
governmental stay home 




order and the employer has 
telework for them, but the 




employee cannot perform it 
(i.e., such as lack of internet) 




    
May qualify; work 




with your HR 
consultant   




11 




Employee is receiving the 
COVID-19 vaccine booster and 




it is not offered at the 
workplace  




 
*Reasonable leave is 




determined by the employer 
 




For employees receiving 
vaccination regimen, please 




see question #14. 
 




      




 
Reasonable leave 




to travel and 
receive a vaccine 
booster if vaccine 




booster is not 
offered at the 




workplace; leave in 
excess of 1 day 
permitted in 
extraordinary 
circumstances 
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# Scenario Description Sick Leave 
Family and 




Medical Leave 
Act 




Washington Paid 
Family and 




Medical Leave 
Vacation Leave Shared Leave Leave Without 




Pay 




No Loss in Pay 
(leave with pay, use 




miscellaneous 
leave code 9045) 




12 




The employer is offering the 
COVID-19 vaccine booster at 




the workplace but the 
employee is accessing the 
vaccine booster elsewhere 




 
For employees receiving 




vaccination regimen, please 
see question #14. 




 
 




      




Employer may, but 
is not required to, 




authorize 
reasonable leave 
with pay to travel 




and receive a 
vaccine booster if 
vaccine booster is 
not offered at the 




workplace; in 
excess of 1 day 
permitted in 
extraordinary 
circumstances 




13 




The employee has received 
the COVID-19 immunization 




and is experiencing side 
effects 




 
 




 
May qualify; 




work with your 
HR consultant 




May qualify; 
work with your 
HR consultant     
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# Scenario Description Sick Leave 
Family and 




Medical Leave 
Act 




Washington Paid 
Family and 




Medical Leave 
Vacation Leave Shared Leave Leave Without 




Pay 




No Loss in Pay 
(leave with pay, use 




miscellaneous 
leave code 9045) 




14 




Being fully vaccinated is a 
condition of employment 




pursuant to proclamation 21-
14.3; therefore, time to travel 




and receive the vaccination 
regimen must be treated as 




work time. As work time, 
employees must be 




compensated for all time 
spent to travel and receive the 




vaccine, even if they obtain 
the vaccination outside of 




their normal working hours. 
For booster shots, please see 




question #11 and/or #12.     
 




 
Treated as time 




worked 




 
Treated as time 




worked 




 
Treated as time 




worked 




 
Treated as time 




worked 




 
Treated as time 




worked 




 
Treated as time 




worked 




 
Treated as time 




worked 




15 




If an employee is exposed to 
COVID-19 at the workplace, 
and the employee wishes to 




be tested, the agency may 
treat the time to be tested as 




work time. The agency may 
require the employee to 




provide the results of the test 
in this circumstance. If an 




employer does not choose to 
consider it work time, an 




employee could use 
applicable leave.  




 




May be treated 
as time worked 




May be treated 
as time worked 




May be treated 
as time worked 




May be treated 
as time worked 




May be treated as 
time worked 




May be treated as 
time worked 




May be treated as 
time worked 
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# Scenario Description Sick Leave 
Family and 




Medical Leave 
Act 




Washington Paid 
Family and 




Medical Leave 
Vacation Leave Shared Leave Leave Without 




Pay 




No Loss in Pay 
(leave with pay, use 




miscellaneous 
leave code 9045) 




16 




If an employee is exposed to 
COVID-19 and the agency is 
requiring that the employee 
be tested, the agency must 
treat the time as work time. 




 




 
Must be treated 
as time worked 




 




 
Must be treated 
as time worked 




 




 
Must be treated 
as time worked 




 




 
Must be treated 
as time worked 




 




 
Must be treated 
as time worked 




 




 
Must be treated 
as time worked 




 




 
Must be treated as 




time worked 
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STATE OF WASHINGTON 




DEPARTMENT OF CORRECTIONS 
  P.O. Box 41100 • Olympia, Washington 98504-1110 




“Working Together for SAFER Communities” 




 
November 10, 2020 
 
TO:   Appointing Authorities 
 
FROM:  Jeannie Miller, Assistant Secretary 
   Administrative Operations Division 
 
   Todd Dowler, Director, Human Resources 
 
SUBJECT:  Leave Audit Roles and Responsibilities 
 
  
The Secondary Screening Task Force (SSTF) requests your assistance to ensure the 
COVID-19 Leave Request and Audit Process is successful.   
 
In order to ensure we have consistent interpretation of the leave guidance, the Secondary 
Screening Task Force (SSTF) has developed the attached Roles and Responsibilities 
document which also includes FAQs, data on multiple screenings, sample e-mail 
correspondence, and a COVID-19 Leave Audit Appeal form.  We will contact Appointing 
Authorities who have had a high number of staff screened out to discuss this project 
further. 
 
In the meantime, I’ve included the following highlights for this request: 
 




• Please identify operational leaders (e.g. Captain, CPM) who will facilitate meetings 
with staff, should the staff question their audit results.  HR and your Local Business 
Advisor.  (LBA) will be available to assist at these meetings. 




• An audit verification process and tools have been developed and will be provided to 
HR and the LBAs.   




• The Secondary Screening Task Force will be responsible to review appeals of the 
audit results.  This process was established as an informal resolution process. 




Please review the attached COVID-19 Leave Audit Resources.   
 
If you have questions, please contact a member of the SSTF; Anita Kendall, Amy Bean, or 
Dianne Doonan.   
 
Thank you 
 
cc: Local Business Advisors 
 Human Resource Managers 
 














COVID-19_AA_Leave_Guidance_Communication_09042020_REVISED.pdf
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STATE OF WASHINGTON 




DEPARTMENT OF CORRECTIONS 
P.O. Box 41100 • Olympia, Washington 98504-1100 




 
 
 




TO: Appointing Authorities 
 
FROM: Jeannie Miller, Assistant Secretary Administrative Operations Division 




Todd Dowler, Human Resources Director 
 
DATE: September 4, 2020 




 
SUBJECT: COVID-19 Leave Guidance Document – Revised 




 
The purpose of this communication is to share revisions we have made to the DOC 
COVID-19 Leave Guidance document previously published on May 21, 2020. The revision 
applies to Scenario 2: 




 
May 21, 2020 Guidance Revised Guidance through August 16th 




At the point in which someone is screened 
out, they will be placed on employer paid 
leave (Miscellaneous Lv 9045) until the 
reconciliation of leave is completed and 
appropriate leave is determined. 




 
Scenario 2: Employees with a temperature at 
100.4 or above or with COVID-19 related 
symptoms that cannot be attributed to another 
health condition. 




 
Required to use their own leave (per the 
applicable CBA, policy or leave laws) as 
follows: 
• Until employee has had no fever for at least 




72 hours (that is three full days of no fever 
without the use of medicine that reduces 
fevers) AND 




• Until other symptoms have improved (for 
example, when employee’s cough or 
shortness of breath have improved) AND 




• Until at least 10 days have passed since 
symptoms first appeared. 




• Any additional time added to the above 
will be paid leave. 




Scenario 2: Employees with a temperature at 
100.4 or above or with COVID-19 related 
symptoms that cannot be attributed to another 
health condition. 




 
Required to use their own leave (per the 
applicable CBA, policy or leave laws) until: 
• The employee is symptom free, AND 
• Otherwise healthy (for example, when 




employee’s cough or shortness of breath 
have improved), AND 




• Able to report to work. 
 
Any additional time added to the above will be 
employer paid. Employee will complete leave 
slips using Miscellaneous Lv 9045 within 
MyPortal. 







https://www.doc.wa.gov/news/2020/docs/covid-19-leave-guidance-job-aid.pdf



https://www.doc.wa.gov/news/2020/docs/covid-19-leave-guidance-job-aid.pdf
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COVID-19 Leave Guidance Document – Revised 
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When an employee cannot work due to COVID-19 related symptoms, their absence is 
covered by the employee’s own leave and will be applied in accordance with the applicable 
leave laws or collective bargaining agreements. If the employee’s symptoms have resolved, 
they are unable to telework, they are otherwise healthy, and the employer is preventing them 
from coming to work, this absence is considered employer paid leave using Miscellaneous 
Lv 9045 within MyPortal. We are utilizing employer paid leave using Miscellaneous Lv 
9045 to cover this absence because it is an employer-imposed absence. 
 
This revision will be effective immediately. Please find links to the revised COVID-19 
Leave Guidance, Return to Work - Employee Guidance, Return to Work - Supervisor 
Guidance, and a Sample Letter that will be provided to employees who were denied access 
due to screening. This guidance will expire on December 31, 2020. 
 
We are continuing to manage our response to COVID-19 and as a result, we are reviewing 
and improving processes as needed. If you have questions, please work with your 
supervisor and local HR office. 
 
• COVID-19 Leave Guidance 
• Return to Work - Employee Guidance 
• Return to Work - Supervisor Guidance 
• Sample Letter to Employee Denied Entry to Work due to COVID-19 Secondary 




Screening between March-August 2020 
 







https://www.doc.wa.gov/corrections/covid-19/docs/leave-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/leave-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-employee-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-supervisor-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-supervisor-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/employee-leave-audit-sample-letter.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/leave-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-employee-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-supervisor-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/employee-leave-audit-sample-letter.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/employee-leave-audit-sample-letter.pdf










FinalEmployee Federal COVID Leave Verification Form_v2.docx


[bookmark: _GoBack]Families First Coronavirus Response Act Leave Request Form (for EPSL and EFML)



***Confidential Personnel Document***







NOTE: Employers are not required to use this form, but it can be used by employers to verify an employee’s request to use EFMLA and/or EPSLA. 







	                                        [insert name of employee] hereby verify:







I am requesting leave as identified below. Please check all that apply.



· Emergency federal family and medical leave (only available for childcare reason)



· Emergency federal paid sick leave







I am requesting leave for the following dates ______________________________ for the reasons listed below. Please check all that apply.







1. School/Child Care Closure



· My minor child’s school, place of care, or child care provider is unavailable due to COVID-19 and I am unable to work as a result. 



· My child(ren) are [list age/ages]: 							



· Written notice from my child’s school, place of care, or child care provider documenting the closure or unavailability due to COVID-19 will be provided. (Notice can be in the form of a letter or email to you from an employee or official of the school, place of care or child care provider; a copy of a posting on a government, school, or day care website; or a copy of a publication about the closure or transition to remote education in a newspaper.) NOTE: documentation is not required prior to beginning leave.



· No other suitable person can provide care for my child during the time I am requesting leave.



· My supervisor and I have discussed my telework options and I have determined I am able to work a reduced telework schedule.



· My supervisor and I have discussed my telework options and have agreed that there are no telework options available for me.



· I am unable to work at all due to childcare reasons and am requesting continuous leave until: 						[date]




2. Isolation/Quarantine due to Federal, State or Local Order



· I cannot perform work because of a federal, state or local quarantine or isolation order.



· Documentation of the isolation quarantine order will be provided. NOTE: documentation is not required prior to beginning leave. 







3. Isolation/Quarantine by Health Care Provider



· I have been advised by a health care provider, ______________________________, [insert name of health care provider] to self-quarantine due to concerns related to COVID-19 and as a result I am unable to work. 



Written documentation from the health care provider advising me to self-quarantine due to concerns related to COVID-19 will be provided. NOTE: documentation is not required prior to beginning leave.  



· My supervisor has confirmed there is no telework option available for me.







4. COVID-19 Symptoms and Diagnosis



· I am experiencing COVID-19 symptoms and seeking a medical diagnosis and as a result I am unable to work.



· My supervisor and I have discussed my telework abilities and I have determined I am able to work a reduced telework schedule. (Note: intermittent leave under this reason can only be used for teleworking employees, not for employees reporting to a worksite.) 



· My supervisor has confirmed there is no telework option available for me.












5. Caring for an Individual in Isolation/Quarantine due to Federal, State or Local Order



· I am caring for an individual who is subject to a federal, state, or local quarantine or isolation order related to COVID-19 and as a result I am unable to work.



· A copy of the Governor’s Stay Home-Stay Healthy Proclamation is attached.



· My supervisor and I have discussed my telework abilities and I have determined I am able to work a reduced telework schedule. (Note: intermittent leave under this reason can only be used for teleworking employees, not for employees reporting to a worksite.)



· My supervisor has confirmed there is no telework option available for me.







6. Caring for an Individual in Isolation/Quarantine by Health Care Provider



· I am caring for an individual who has been advised by a health care provider, ______________________________, [insert name of health care provider] to self-quarantine due to concerns related to COVID-19 and as a result I am unable to work.



· Written documentation from the health care provider advising the individual to self-quarantine due to concerns related to COVID-19 will be provided. NOTE: documentation is not required prior to beginning leave.



· My supervisor and I have discussed my telework abilities and I have determined I am able to work a reduced telework schedule. (Note: intermittent leave under this reason can only be used for teleworking employees, not for employees reporting to a worksite.)



· My supervisor has confirmed there is no telework option available for me.







I affirm that the foregoing is true and correct, and I understand that any misrepresentations provided as a basis for this request will be a basis for potential disciplinary action.







Dated this _________ day of ____________, 2020 at ________________, Washington.



Signature:  ___________________________



Print Name:___________________________



Updated on August 14, 2020
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COVID-19 Leave Audit Roles and Responsibilities 
Who? What? When? 
Employees Employees were instructed in the e-mail to review their 




specific situation against the new guidance and submit new 
leave slips to change existing leave entries. 
 
*The new guidance is effective for absences from March 
14th forward.  Leave slips are subject to audit by Human 
Resources and payroll. 




September 30, 2020 




Supervisors Supervisors were copied on e-mails and are responsible to 
review and discuss employees leave slips against the leave 
guidance and make sure they are correct.   
 
Supervisors should work with local HR to submit leave for 
employees on extended absence. 




October 01, 2020 




Business 
Reporting Unit 




Some e-mails were sent to the wrong employees.  
SharePoint does not contain employee personnel number 
and the data group had to assign it to be able to link it to 
HRMS and Outlook.  In most cases it went to a family 
member and was easily corrected.  E-mails were resent. 




 




Payroll Payroll has the responsibility for accountability.  As payroll 
receives new leave slips they check off each name.  Follow-
up is required to account for each employee. 




On-Going into 
October 2020 




HR / LBA Local HR/LBA has the responsibility to implement the 
approved Audit Process.  Employees were told in the initial 
letter that leave slips were subject to audit by HR/Payroll. 
 
The purpose of auditing leave activity related to Covid-19 
screened out absences is to provide a tangible level of 
confidence that employees and supervisors are using and 
applying the guidance as intended, employees have used 
personal leave where appropriate, and that employer paid 
leave is legitimately and judiciously used. 
 
The sample size and criteria for inclusion will be finalized by 
the end of September.  It is likely to include staff who have 
100% Employer Paid Leave (EPL), staff out 31+ days, staff 
that have been screened out multiple times and to provide 
some flexibility to add employee to the audit sample until 
the required percentage is achieved. 




Begins in October 
2020 




Operational 
Manager 




An Operational Manager (e.g. Captain, CPM) will facilitate 
meetings with employees requesting to discuss their audit 
results. The LBA and/or HR Manager will participate as 
needed. 




On-Going 




HR HR will work with staff receiving letters to clarify the 
changes with new leave guidance. 
 




On-Going 
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AA Appointing Authorities are to work collaboratively with the 
HR Manager and LBA to design a local process to complete 
the audits and communicate the result to the employees.  
This should include the process going forward as well. 
 
It is suggested that HR/LBA performs the audit and an 
operational position (i.e. management level WMS) has the 
conversation with the employee and supervisor to present 
the results of leave audit.   




On-Going 




Secondary 
Screening Task 
Force 




Review appeals   
 
The appeal process if an employee does not agree with the 
decision of the audit team is to file an appeal within 7 
calendar days.  If An employee does not agree with the audit 
team’s decision, the employee may file an appeal within 7 
calendar days of being informed of the audit decision.  This 
appeal process is an attempt at informal resolution between 
the employee and DOC regarding employee’s own leave v. 
employer paid leave. 




 




 




Frequently Asked Questions / Issues 
Category: Question/Issue: Answer: 
Leave Slips What if the Secondary 




Screener took multiple 
days to get back to me? 




You should be eligible for EPL if you were otherwise 
healthy and able to return to work although were waiting 
for a secondary screener to call you back.  




Leave Slips I thought March was 
considered all Employer 
Paid Leave? 




You’re correct, the agency determined employees were 
eligible for employer paid leave for those screened out 
due to symptoms other than fever (at or above 100.4). In 
March the secondary screening process was not matured 
and we were unable to verify when employees were out 
due to an illness or not.   




Leave slips Do employees have to turn 
in new leave slips? 




Employees were directed in the e-mail to review their 
personal circumstances against the new leave guidance 
document and submit new manual leave slips to their 
supervisors by 9/30/2020.  However, as long as the 
employee or supervisor communicates to payroll that 
leave slips already keyed are correct then leave slips are 
not required.   




Leave slips What if the employee says 
their leave is correct?  Do 
they have to fill out new 
leave slips? 




Changes are likely required for several reasons.   
1. The grievance settlement removed the 10 day from 




symptom on-set and 72 hours without fever reducing 
medications that were CDC guidance requirements 
and moved to when the symptoms went away.   




2. At least three large facilities recorded most staff 
absences as all EPL.  This was temporary until leave 
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audit could be conducted.  This process supersedes 
the leave audits.  




3. They were screened out due to close contact with 
someone who had suspected or confirmed CoViD-19. 




Leave slips When is it important for 
employees to submit leave 
slips? 




When using FFCRA leave and for changes to leave 
recorded. 
 
If an employee was screened out and reported being 
symptomatic, they have a responsibility to submit leave 
for the period of time they were out until they became 
symptom free according to policy 830.100 Leave and 
CBA. Or employee is out asymptomatic due to a 
contagious illness in accordance with the CBA which 
states: Exposure of the employee to contagious disease 
when attendance at work would jeopardize the health of 
others. 




Leave slips What if payroll receives a 
leave slip that they think is 
incorrect? 




If the employee submitted all EPL or the local payroll 
liaison has prior knowledge that leave submitted is not 
correct, then the employee should be added to the audit 
sample.  The results of the audit will be keyed into HRMS 
by payroll and the employee notified by the operational 
manager. Sample language is suggested below2. 




Leave slips Under the new leave 
guidance, is the time 
between when the 
employee is screened out 
and contacted by the 
secondary screener EPL? 




Yes, all time between when an employee is screened out 
and to when they are contacted by a secondary screener 
is EPL. .   
 
Unless the employee had a temperature of 100.4 or 
greater then it is EOL from day 1. 




Leave slips When does an employee 
have to use their own leave 
under scenario 2 (most 
common)? 
 
March – September 3rd  
(Old screening process) 




If an employee is denied entry for COVID-19 symptoms 
(Scenario 2)- Without temperature 
EPL = Denied entry to Secondary Screener contact (SSC) 
EOL = After SSC and until symptoms go away 
EPL = Asymptomatic and are otherwise healthy and able 
to RTW, although we are keeping them out of work.  
 
With temperature 100.4 or greater: 
EOL = until symptoms go away 
EPL = Asymptomatic until RTW 




Leave slips When does EOL begin 
under the new screening 
process that began on 
September 4th? 
 
(New screening process) 




For employees denied entry for answering yes to one of 
the screening questions, employees are required to 
contact the secondary screener by the end of their shift 
on the day they are denied.   
 
The secondary screeners are calling back more quickly so 
the advice remains the same that the employee is on EPL 
until contacted by the secondary screener. 
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Leave slips Most of our leave slips are 
coming in all EPL. 




It is unlikely that employee have 100% EPL.  It will happen 
but it is the minority and not the majority.   
 
Because these leave slips will likely be included in the 
sample for the audit, you may want to consider an 
interim step that includes having the LBA e-mail the 
employee and supervisor to ensure they followed the 
appropriate leave guidance.  Sample language is 
suggested below1. 




Leave slips Does payroll have to wait 
to key the results of a leave 
audit? 




No, once the audit is completed and the operational 
manager meets with the employee then leave will be 
keyed into HRMS.  
 
The Operational manager will notify the LBA once the 
conversation is complete so that the local payroll can key 
leave. 




Leave slips What if an employee 
refuses to turn in new 
leave slips? 




The employee should be added to the audit sample.  The 
results of the audit will be keyed into HRMS by payroll 
and the employee notified by the operational manager.  
Sample language is suggested below2. 




Audit Payroll has been told not to 
question an employee’s 
leave choice and to just key 
the leave slip. 




The process relies on employees doing the right thing and 
submitting leave based on the new leave guidance and 
when they became symptom free.  Although the notes in 
SharePoint and those in HR are extensive, when an 
employee became symptom free was not recorded in 
SharePoint until the redesign occurred and was often not 
available.  As long as the supervisor has reviewed and 
approved the leave slip, payroll should key the leave slips 
provided.  
 
That does not mean that those same leave slips will not 
be selected for audit.  That depends on the approved 
criteria for inclusion in the sample. 




Audits Is there a standard format 
for the audits? 




Yes, there will be a standard format used to document 
the leave reconciliation.   




Audit Who does the audits? HR and the LBA should work together to devise a plan to 
get the audits done.  There may be some assistance that 
the SSTF Team can provide.  HR has done a good job of 
tracking and gathering information regarding employee’s 
absences which can be used to augment the data in 
SharePoint. 




Audit Who notifies the employee 
of the results of the audit? 




The Appointing Authority will appoint an operational 
manager and assign the responsibility to meet with the 
employee and deliver the audit results. 




Audit What if the employee does 
not agree with the audit 
results? 




The employee will have 7 calendar days to file an appeal 
using the COVID-19 Leave Audit Appeal Form.  The form 
will be turned into HR who will forward to the Secondary 
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Screening Task force using the COVID-19 Payroll box in 
Outlook. 
 
This process was designed to allow for independent 
review and to avoid these appeals using the grievance 
process. 




Audit  What criteria puts an 
employee in the audit 
sample? 




1. Leave is 100% EPL or  
2. Multiple absences out on EPL or 
3. Absence are 31-days or more. 




Audit What if the secondary 
screener was unable to 
contact the employee 
during all three attempts? 




Scenario 1 from the leave guidance:  after three 
unsuccessful attempts by the medical professional to 
reach the employee, the date of the 3rd attempt ends 
employer paid leave and begin unauthorized LWOP.   




Leave What leave is charged 
when the employee is not 
sick but their family 
member is sick? 




Employee’s personal leave: Sick, Vacation in lieu of sick, 
or FFCRA. 




Leave What types of leave is 
available when employee is 
sick with COVID-19 and is 
seeking a diagnosis? 




Employee’s personal leave: Sick, Vacation in lieu of sick, 
or FFCRA. 




Additional 
Questions 




Where do I go for further 
questions? 




You may email the COVID-19 Payroll box with any 
questions.  
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1. Sample language for All EPL: 




Date:  




Sent to:  Employee and supervisor 




From:  LBA, HR or Operational Manager (Local Decision) 




Subject: IMPORTANT COVID-19 Leave Slips – Employer Paid Leave 




Content: Dear employee, payroll has received leave requests for your absence related to active 
screening related to COVID-19.  These leave requests indicate a request for all employer paid leave.  It is 
likely that changes are necessary because: 




• Employees are responsible to request personal leave (including FFCRA leave) for all time they 
are symptomatic once contacted by the secondary screener. 




Although it does happen, 100% Employer paid leave should be rare.  You are encouraged to review your 
leave again and submit requests for time that you are symptomatic. Please complete new leave requests 
by October xx, 2020 (recommend Insert date 7 calendar days from the date of the letter). Thank you. 




 




 




2. Sample language for refusal to submit leave slips: 




Date: 




Sent to:  Employee and supervisor 




From:  LBA, HR or Operational Manager (Local Decision) 




Subject:  IMPORTANT COVID-19 Leave Slips – Employer Paid Leave 




Content: Dear employee, payroll has not received new leave requests for your absence related to 
COVID-19, which was due on 9/30/20.  Please remember that employees are responsible to request 
personal leave (including FFCRA leave) for all time they are symptomatic once contacted by the 
secondary screener. 




Please respond to this email indicated your leave was reviewed and you believe accurate no later 
than seven (7) calendar days from date of this memo.   




Thank you for your prompt attention to this matter. 
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Employee Screened out Multiple Times: 




 




  




Location
Count of EmployeeNumber Column Labels
Row Labels 2 times 3 Times 4 Times 5 Times 6 Times Grand Total
AHCC 51 6 2 2 61
CBCC 22 1 23
CCCC 9 9
CI 2 2
CRCC 129 28 6 2 165
East Section 1 10 2 12
East Section 2 14 4 18
HQ 4 4
King County 18 1 19
LCC 13 1 1 15
MapleLane 3 1 1 5
MCC 113 24 9 1 147
MCCCW 6 3 9
MIS 2 2
NW REGION 9 4 13
OCC 6 1 7
Pierce County 10 10
SCCC 41 8 49
SW REGION 4 3 7
SWR Section 7 6 1 7
WCC 66 9 6 81
WCCW 67 19 2 1 89
WSP 135 47 20 4 1 207
Grand Total 740 161 48 10 2 961




Number staff screened out
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Appeal of COVID-19 Leave Audit 




The Appeal process for an employee who was provided the results of a leave audit and does not agree 
with the findings is to submit this COVID-19 Leave Audit Appeal form within 7 calendar days to the Local 
Human Resources Office.  The appeal will be reviewed by a member of the Secondary Screening Task 
Force and decision provided in writing. 




Please be advised that the Secondary Screening Task Force will have full access to all of the data and 
information that was used in the original audit and will consider the information that you provide below. 




Appeal Information: 
Date of Audit Meeting:  
Work Location:  
Employee Name:  
Employee Phone Number:  
  
Supervisor Name:  
Supervisor Phone Number:  
  
Please answer the following questions regarding your appeal   (attach additional information if necessary): 
1.  What additional information do you want the SSTF to consider in your appeal? 
2.  Why do you believe your audit is incorrect?  Please describe what dates and incorrect and why 




you believe they are incorrect.  If you have additional documentation, please include with your 
appeal. 




 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Turn into local HR within 7 calendar days 
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Summary for Appointing Authority Communication: 




The Secondary Screening Task Force (SSTF) requests your assistance to ensure the COVID-19 
Leave Request and Audit Process is successful.   




In order to ensure we have consistent interpretation of the leave guidance, the SSTF has 
developed the attached Roles and Responsibilities document which also includes FAQ, data on 
multiple screening, sample e-mail correspondence, and a COVID-19 Leave Audit Appeal form.   




We will contact Appointing Authorities who have had a high number of staff screen out to 
discuss this project further. 




In the meantime, I’ve included the following highlights for this request: 




• Please identify operational leaders (e.g. Captain, CPM) who will facilitate meetings with
staff, should the staff question their audit results.  HR and your Local Business Advisor.
(LBA) will be available to assist at this meetings.




• An audit verification process and tools have been developed and will be provided to HR
and the LBAs.




• The Secondary Screening Task Force will be responsible to review appeals of the audit
results.  This process was established as an informal resolution process.




Please review the attached COVID-19 Leave Audit Resources.  If you have questions, 
please contact me or a member of the SSTF.  Thank you. 


















RE F-23-031 D. Marichalar (Office Assistant 3 HS WSP).msg

RE: F-23-031 D. Marichalar (Office Assistant 3 HS WSP)


			From


			Hardcastle, Jean O. (DOC)


			To


			Walker, Michelle D. (DOC)


			Recipients


			mdwalker1@DOC1.WA.GOV





Hello Michelle,





Yes he is being paid with exception to the dates in which he is submitting LWOP.





The 1.0 hour of LWOP for 2/13/2023 was submitted late and is an overpayment in addition to the time period of the investigation.








 








Jean Hardcastle


Department of Corrections - Agency Payroll Officer


Phone (360) 890-0304


Fax (360) 586-6006


Mail Stop 41145





CONFIDENTIALITY NOTICE:


This message (including any attachments) may contain confidential, proprietary, privileged and/or private information. The information is intended to be for the use of the individual or entity designated above. If you are not the intended recipient of this message, please notify the sender immediately, and delete the message and any attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an individual or entity other than the intended recipient is prohibited.








_____________________________________________
From: Walker, Michelle D. (DOC) <mdwalker1@DOC1.WA.GOV> 
Sent: Thursday, March 23, 2023 2:27 PM
To: Hardcastle, Jean O. (DOC) <johardcastle@DOC1.WA.GOV>
Subject: F-23-031 D. Marichalar (Office Assistant 3 HS WSP)








Is this employee being paid?  If not, when was his last paycheck?   Thanks!  





(SAO Fraud Case) 








Michelle Walker


Director Audits/Ethics Administrator


Can be reached via Teams, Email, or cell (360) 480-2765











ATT61268.unknown
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Code Brief Explanatory Description Statue/Rule/Case 
Personal Information: 



 
[1] 



 
Bank Account Information - Credit card numbers, debit 
card numbers, electronic check numbers, card expiration 
dates, or bank or other financial account numbers, except 
when disclosure is expressly required by or governed by 
other law. 
 
The redacted information is a bank account number. 



 
42.56.230(5) 



[2] Social Security Number of persons who are not public 
employees or public clients.  The Privacy Act of 1974 
evinces Congress’ intent that social security numbers are a 
private concern.   
 
The redacted information is a social security number. 



5 U.S.C. sec. 552(a); 
RCW 42.56.070(1); RCW 
42.56.250(4) 



[3] Personal Information in any files maintained for students in 
public schools, patients or clients of public institutions or public 
health agencies, or welfare recipients; 
 
The redacted information is a personal information. 



RCW 42.56.230(1) 



Employee Information: 
[4] Employee Social Security Number. The Privacy Act of 



1974 evinces Congress’ intent that social security numbers 
are a private concern. 
 
The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal electronic mail 
addresses, social security numbers, driver's license 
numbers, identicard numbers, and emergency contact 
information of employees … of a public agency, and the 
names, dates of birth, residential addresses, residential 
telephone numbers, personal wireless telephone numbers, 
personal electronic mail addresses, social security 
numbers, and emergency contact information of 
dependents of employees … of a public agency. 
 
The redacted item is an employee social security number.                    



5 U.S.C. sec. 552(a); 
RCW 42.56.070(1); 
RCW 42.56.250(4) 



[5] Employee Residential Address 
 
The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal electronic mail 
addresses, social security numbers, driver's license 
numbers, identicard numbers, and emergency contact 
information of employees … of a public agency, and the 
names, dates of birth, residential addresses, residential 



42.56.250(4) 
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telephone numbers, personal wireless telephone numbers, 
personal electronic mail addresses, social security 
numbers, and emergency contact information of 
dependents of employees … of a public agency. 
 
The redacted information is an employee address. 
 
 



[6] Employee Personal Wireless Telephone Numbers 
 
The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal electronic mail 
addresses, social security numbers, driver's license 
numbers, identicard numbers, and emergency contact 
information of employees … of a public agency, and the 
names, dates of birth, residential addresses, residential 
telephone numbers, personal wireless telephone numbers, 
personal electronic mail addresses, social security 
numbers, and emergency contact information of 
dependents of employees … of a public agency. 
 
The redacted information is an employee wireless telephone 
number. 



42.56.250(4) 



[7] Employee Birth Date 
 
The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal electronic mail 
addresses, social security numbers, driver's license 
numbers, identicard numbers, and emergency contact 
information of employees … of a public agency, and the 
names, dates of birth, residential addresses, residential 
telephone numbers, personal wireless telephone numbers, 
personal electronic mail addresses, social security 
numbers, and emergency contact information of 
dependents of employees … of a public agency. 
 
The redacted information is an employee birth date. 



42.56.250(4) 



[8] Employee Personal Email Address 
 
The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal electronic mail 
addresses, social security numbers, driver's license 
numbers, identicard numbers, and emergency contact 
information of employees … of a public agency, and the 
names, dates of birth, residential addresses, residential 
telephone numbers, personal wireless telephone numbers, 
personal electronic mail addresses, social security 



42.56.250(4) 
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numbers, and emergency contact information of 
dependents of employees … of a public agency. 
 
The redacted information is an employee email address. 
 



[9] Employee Driver License Number 
The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal electronic mail 
addresses, social security numbers, driver's license 
numbers, identicard numbers, and emergency contact 
information of employees … of a public agency, and the 
names, dates of birth, residential addresses, residential 
telephone numbers, personal wireless telephone numbers, 
personal electronic mail addresses, social security 
numbers, and emergency contact information of 
dependents of employees … of a public agency. 
 
The redacted information is an employee driver license 
number. 
 



42.56.250(4), RCW 
42.56.050, 



[10] Employee Dependent (children or spouse) Names 
The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal electronic mail 
addresses, social security numbers, driver's license 
numbers, identicard numbers, and emergency contact 
information of employees … of a public agency, and the 
names, dates of birth, residential addresses, residential 
telephone numbers, personal wireless telephone numbers, 
personal electronic mail addresses, social security 
numbers, and emergency contact information of 
dependents of employees … of a public agency. 
 
The redacted information is the name of a dependent child 
or spouse of employee. 



42.56.250(4) 
 



[11] Employee Dependent (children or spouse) Address 
The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal electronic mail 
addresses, social security numbers, driver's license 
numbers, identicard numbers, and emergency contact 
information of employees … of a public agency, and the 
names, dates of birth, residential addresses, residential 
telephone numbers, personal wireless telephone numbers, 
personal electronic mail addresses, social security 
numbers, and emergency contact information of 
dependents of employees … of a public agency. 
 



42.56.250(4) 
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The redacted information is an employee dependent 
address. 
 
 
 



Security: 
[12] Information regarding the infrastructure and security of 



computer and telecommunications networks.  
 
Information may include security passwords, security 
access codes and programs, access codes for secure 
software applications, security and service recovery plans, 
security risk assessments, and security test results to the 
extent that they identify specific system vulnerabilities, and 
other such information the release of which may increase 
risk to the confidentiality, integrity, or availability of agency 
security, information technology infrastructure, or assets. 
 
The redacted information contains security risk 
assessments and test results. 



RCW 42.56.420(1); RCW 
42.56.420(4)  



Applicant Information: 
[13] Employment Applicant’s Name - Applications for public 



employment, including names of applicants, resumes and 
other related materials submitted with respect to an applicant 
are exempt from disclosure. 
 
The redacted information is the applicant’s name. 



RCW 42.56.250(2) and  
RCW 42.56.050. 
 



[14] Employment Applicant’s Telephone Number - 
Applications for public employment, including names of 
applicants, resumes and other related materials submitted 
with respect to an applicant are exempt from disclosure. 
 
The redacted information is the applicant’s personal 
telephone number. 



RCW 42.56.250(2) and  
RCW 42.56.050. 
 



[15] Employment Applicant’s Date of Birth - Applications for 
public employment, including names of applicants, resumes 
and other related materials submitted with respect to an 
applicant are exempt from disclosure. 
 
The redacted information is the date of birth. 



RCW 42.56.250(2) and  
RCW 42.56.050. 
 



PUD Records: 
[16] Public Utility & Transportation Exemptions 



 
Residential addresses and phone numbers in public utility 
records. 
 
 
 



42.56.330(2) 
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The information redacted is either a residential address or 
phone number of a PUD client. 
 
 
 
 



Student Information: 
[17] Student Name 



Personal information in any files maintained for students in 
public schools, patients or clients of public institutions or 
public health agencies, or welfare recipients;[RCW 
42.56.230(1)] 
 
20 U.S.Code 1232g(b)(1), states in part: 
No funds shall be made available under any applicable 
program to any education agency or institution which has a 
policy or practice of permitting the release of education 
records (…) of students without the written consent of their 
parents to any individual, agency, or organization, other … 
 
The redacted information is the student’s name. 



See RCW 42.56.070(1); 
RCW 42.56.050; RCW 
42.56.230(1); and 20 U.S.C. 
§ 1232g Family education 
and privacy rights. 



[18] Student ID/Identifier 
Personal information in any files maintained for students in 
public schools, patients or clients of public institutions or 
public health agencies, or welfare recipients;[RCW 
42.56.230(1)] 
 
20 U.S.Code 1232g(b)(1), states in part: 
No funds shall be made available under any applicable 
program to any education agency or institution which has a 
policy or practice of permitting the release of education 
records (…) of students without the written consent of their 
parents to any individual, agency, or organization, other … 
 
The redacted information is the student ID number or other 
number identifier. 



See RCW 42.56.070(1); 
RCW 42.56.050; RCW 
42.56.230(1); and 20 U.S.C. 
§ 1232g Family education 
and privacy rights. 



[19] Student Birth Date/Age 
Personal information in any files maintained for students in 
public schools, patients or clients of public institutions or 
public health agencies, or welfare recipients;[RCW 
42.56.230(1)] 
 
20 U.S.Code 1232g(b)(1), states in part: 
 
No funds shall be made available under any applicable 
program to any education agency or institution which has a 
policy or practice of permitting the release of education 



See RCW 42.56.070(1); 
RCW 42.56.050; RCW 
42.56.230(1); and 20 U.S.C. 
§ 1232g Family education 
and privacy rights. 
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records (…) of students without the written consent of their 
parents to any individual, agency, or organization, other … 
 
The redacted information is the student’s birthdate or age. 
 
 
 



[20] Student Gender 
Personal information in any files maintained for students in 
public schools, patients or clients of public institutions or 
public health agencies, or welfare recipients;[RCW 
42.56.230(1)] 
 
20 U.S.Code 1232g(b)(1), states in part: 
 
No funds shall be made available under any applicable 
program to any education agency or institution which has a 
policy or practice of permitting the release of education 
records (…) of students without the written consent of their 
parents to any individual, agency, or organization, other … 
 
The redacted information is the student’s gender. 
 



See RCW 42.56.070(1); 
RCW 42.56.050; RCW 
42.56.230(1); and 20 U.S.C. 
§ 1232g Family education 
and privacy rights. 



[21] Student Grade 
Personal information in any files maintained for students in 
public schools, patients or clients of public institutions or 
public health agencies, or welfare recipients;[RCW 
42.56.230(1)] 
 
20 U.S.Code 1232g(b)(1), states in part: 
 
No funds shall be made available under any applicable 
program to any education agency or institution which has a 
policy or practice of permitting the release of education 
records (…) of students without the written consent of their 
parents to any individual, agency, or organization, other … 
 
The redacted information is the student’s grade. 



 



See RCW 42.56.070(1); 
RCW 42.56.050; RCW 
42.56.230(1); and 20 U.S.C. 
§ 1232g Family education 
and privacy rights. 



[22] Student Address 
Personal information in any files maintained for students in 
public schools, patients or clients of public institutions or 
public health agencies, or welfare recipients;[RCW 
42.56.230(1)] 
 
20 U.S.Code 1232g(b)(1), states in part: 
 



See RCW 42.56.070(1); 
RCW 42.56.050; RCW 
42.56.230(1); and 20 U.S.C. 
§ 1232g Family education 
and privacy rights. 
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No funds shall be made available under any applicable 
program to any education agency or institution which has a 
policy or practice of permitting the release of education 
records (…) of students without the written consent of their 
parents to any individual, agency, or organization, other … 
 
The redacted information is the student’s home address. 
 



Taxpayer Information: 
[23] Tax Information - RCW 82.32.330 Disclosure of return or 



tax information, states in part:  
 
(1)(c) “Tax Information” states in part, “nothing in this 
chapter requires any person possessing data, material, or 
documents made confidential and privileged by this section 
to deleted information from such data, material, or 
documents so as to permit its disclosure[.]”    
 
(1)(e)  “Taxpayer identity: means the taxpayer’s name, . . . 
or any other information disclosing the identity of the 
taxpayer; (2) Returns and tax information are confidential 
and privileged, and  except as authorized by this section, 
neither the department of revenue nor any other person 
may disclose any return or tax information;  
 
The redacted information is information that would identify 
the taxpayer and is therefore exempt from disclosure. 



RCW 82.32.330; 
RCW 42.56.070(1) 
 



[24] Tax Information. 
 
The redacted information is information that would identify 
the taxpayer and is therefore exempt from disclosure. 
 
The redacted information is either a UBI or TIN number. 



RCW 51.16.070; RCW 
42.56.230; RCW 42.56.250 



Whistleblower Information: 
[25] Whistleblower Information. RCW 42.40.040(2), states in 



part: 
Subject to subsection (5)(c) of this section, the identity or 
identifying characteristics of a whistleblower is confidential 
at all times unless the whistleblower consents to disclosure 
by written waiver or by acknowledging his or her identity in 
a claim against the state for retaliation. 
 
The redacted information contains the name, phone 
number, address or email address, position and or state 
agency name that would reveal the identity of the 
whistleblower.  
 
 



RCW 42.40.040(2);  
RCW 42.56.070(1) 
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[26] Whistleblower Information. RCW 42.40.040(2), states in 
part: 
Subject to subsection (5)(c) of this section, the identity or 
identifying characteristics of a whistleblower is confidential 
at all times unless the whistleblower consents to disclosure 
by written waiver or by acknowledging his or her identity in 
a claim against the state for retaliation. 
 
The redacted information contains information that is 
specific enough to reveal the identity of the whistleblower. 



RCW 42.40.040(2);  
RCW 42.56.070(1) 



[27] Witness Information. RCW 42.40.040(2), states in part: 
In addition, the identity or identifying characteristics of any 
person who in good faith provides information in an 
investigation under this section is confidential at all times, 
unless the person consents to disclosure by written waiver 
or by acknowledging his or her identity as a witness who 
provides information in an investigation. 
 
The redacted information contains the name, phone 
number, address or email address, position and or state 
agency name that would reveal the identity of a witness. 



RCW 42.40.040(2);  
RCW 42.56.070(1) 



[28] Witness Information. RCW 42.40.040(2), states in part: 
In addition, the identity or identifying characteristics of any 
person who in good faith provides information in an 
investigation under this section is confidential at all times, 
unless the person consents to disclosure by written waiver 
or by acknowledging his or her identity as a witness who 
provides information in an investigation. 
 
The redacted information contains information that is 
specific enough to reveal the identity of the witness. 



RCW 42.40.040(2);  
RCW 42.56.070(1) 



Attorney/Client: 
[29] Attorney Client Privilege. 



 
Communication from attorney to client for the purpose of 
providing legal advice. Alternatively, communications from 
client to attorney for the purpose of obtaining legal advice. 
 
The redacted information is legal advice. 



RCW 42.56.070(1); RCW 
5.60.060(2)(a) 



Miscellaneous: 
[30] 



 
 



Employment and licensing. 
 
(4) The following information held by any public agency in 
personnel records, public employment related records, 
volunteer rosters, or included in any mailing list of 
employees or volunteers of any public agency: Residential 
addresses, residential telephone numbers, personal 
wireless telephone numbers, personal email addresses, 



RCW 42.56.250(4) 
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social security numbers, driver's license numbers, 
identicard numbers, and emergency contact information of 
employees or volunteers of a public agency, and the 
names, dates of birth, residential addresses, residential 
telephone numbers, personal wireless telephone numbers, 
personal email addresses, social security numbers, and 
emergency contact information of dependents of 
employees or volunteers of a public agency.  
 
The redacted information contains identifying information 
such as identicard numbers. 
 



[31] Vehicle Registration Information. 
 
Each agency, in accordance with published rules, shall 
make available for public inspection and copying all public 
records, unless the record falls within the specific 
exemptions of subsection (8) of this section, this chapter, or 
other statute which exempts or prohibits disclosure of 
specific information or records. To the extent required to 
prevent an unreasonable invasion of personal privacy 
interests protected by this chapter, an agency shall delete 
identifying details in a manner consistent with this chapter 
when it makes available or publishes any public record; 
however, in each case, the justification for the deletion shall 
be explained fully in writing. 
 
The redacted information contains all information listed on 
a vehicle registration. 
 



18 U.S.C. §§2721,272(3); 
RCW 42.56.070(1) 
 



[32] Vessel Information. 
 
Disclosure of names and addresses of individual vehicle 
and vessel owners. 
 
 
The redacted information contains all information listed on 
a vessel registration. 
 



RCW 42.12.635 



[33] Investigative, law enforcement, and crime victims. 
Information revealing the identity of persons who are 
witnesses to or victims of crime or who file complaints with 
investigative, law enforcement, or penology agencies, other 
than the commission, if disclosure would endanger any 
person's life, physical safety, or property. 
 
The redacted information contains any information 
revealing the persons involved. 



RCW 42.56.240(2) 
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[34] Agency party to controversy. 
 
Records that are relevant to a controversy to which an 
agency is a party but which records would not be available 
to another party under the rules of pretrial discovery for 
causes pending in the superior courts are exempt from 
disclosure under this chapter. 
 
 
The communications involve an active lawsuit and are 
communications from the Attorney General’s Office. 



RCW 42.56.290 



[35] Invasion of Privacy. 



A person's "right to privacy," "right of privacy," "privacy," or 
"personal privacy," as these terms are used in this chapter, 
is invaded or violated only if disclosure of information about 
the person: (1) Would be highly offensive to a reasonable 
person, and (2) is not of legitimate concern to the public. 
The provisions of this chapter dealing with the right to 
privacy in certain public records do not create any right of 
privacy beyond those rights that are specified in this 
chapter as express exemptions from the public's right to 
inspect, examine, or copy public records. 
 



The redacted information would be an invasion of privacy. 



RCW 42.56.050 



 DSHS Client Records  
[36] Client Name.  



 
In addition, a DSHS Client file contains information 
protected by Health Insurance Portability and Accountability 
Act of 1996 (HIPAA) which must be de-identified pursuant 
to 45 CFR 164.514(b)(2)(i)(A). 
 
The redacted information is a DSHS client name. 



RCW 42.56.230(1), RCW 
74.04.060(1), RCW 
42.56.070(1), and 42 
U.S.C. 1320d - d-9. 



[37] Client Phone Number.   



In addition, a client file contains information protected by 
HIPAA which must be de-identified pursuant to 45 CFR 
164.514(b)(2)(i)(G). 



 
The redacted information is a DSHS client Phone #. 



RCW 74.04.060(1), RCW 
42.56.070(1), RCW 
42.56.230(1); and 42 
U.S.C. 1320d - d-9. 



[38] Client Address.   RCW 74.04.060(1), RCW 
42.56.070(1), RCW 
42.56.230(1); and 42 
U.S.C. 1320d - d-9. 
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In addition, a client file contains information protected by 
HIPAA which must be de-identified pursuant to 45 CFR 
164.514(b)(2)(i)(G). 



 
The redacted information is a DSHS client Address. 



[39] Client Social Security Number.   



Social security account numbers and related records (tax 
ID numbers) that are obtained or maintained by authorized 
persons under law are confidential and no authorized 
person shall disclose any social security account number or 
related record (tax ID numbers)  
 
The redacted information is a client Social Security number. 



42 USC § 
405(c)(2)(C)(viii)(l); RCW 
42.56.070(1)  
 



[40] Client Date of Birth.   



In addition, a client file contains information protected by 
HIPAA which must be de-identified pursuant to 45 CFR 
164.514(b)(2)(i)(G). 



 
The redacted information is a client DOB. 



RCW 74.04.060(1), 
RCW 42.56.070(1), 
RCW 42.56.230(1); and 
42 U.S.C. 1320d - d-9. 



[41] Client ID #. 



In addition, a client file contains information protected by 
HIPAA which must be de-identified pursuant to 45 CFR 
164.514(b)(2)(i)(G). 



The redacted information is a client ID # 



RCW 74.04.060(1), 
RCW 42.56.070(1), 
RCW 42.56.230(1); and 
42 U.S.C. 1320d - d-9. 



Contracting: 
[42] Competitive bidding—Written protests—Notice of 



contract execution. 



(1) Within two business days of the bid opening on a public works project that is 
the subject of competitive bids, the municipality must provide, if requested by a 
bidder, copies of the bids the municipality received for the project. The 
municipality shall then allow at least two full business days after providing bidders 
with copies of all bids before executing a contract for the project. Intermediate 
Saturdays, Sundays, and legal holidays are not counted. 



(2) When a municipality receives a written protest from a bidder for a public works 
project that is the subject of competitive bids, the municipality must not execute a 
contract for the project with anyone other than the protesting bidder without first 
providing at least two full business days' written notice of the municipality's intent 
to execute a contract for the project; provided that the protesting bidder submits 
notice in writing of its protest no later than: 



(a) Two full business days following bid opening, if no bidder requested 
copies of the bids received for the project under subsection (1) of this section; or 



RCW 39.04.105 
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(b) Two full business days following when the municipality provided 
copies of the bids to those bidders requesting bids under subsection (1) of this 
section. Intermediate Saturdays, Sundays, and legal holidays are not counted. 



 
The redacted information is vendor proprietary information. 



[43] Financial, Commercial and Proprietary Information. 



The redacted information is vendor proprietary information. 



RCW 42.56.270(11)(a) 
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Teamsters CBA


			From


			Hardcastle, Jean O. (DOC)


			To


			Gross, Carol (SAO); Martin, Juline E. (DOC); Walker, Michelle D. (DOC); Bills, Scott (SAO)


			Recipients


			grossc@sao.wa.gov; jemartin@DOC1.WA.GOV; mdwalker1@DOC1.WA.GOV; billss@sao.wa.gov





Hello,





Here is the link to the Teamster CBA in its entirety.  This is on the OFM Website.  Below I have inserted the language pertaining to leave requests and I added one additional article 21.8 that may be of interest or importance.





Teamsters 117 DOC Only





Vacation Leave





21.6 Vacation Selection 


Beginning January 2 of each calendar year, employees will be scheduled a time, based on seniority, to select up to three (3) segments of available vacation leave during the time period of April 1 through March 31. A “segment” is one (1) or more contiguous days of vacation leave. No segment shall include more than ten (10) consecutive days of vacation leave in June, July, and/or August, provided that an employee may select contiguous segments of vacation leave. Each employee will be guaranteed one (1) scheduled workweek of vacation leave if requested as one of their segments. 


Off-shift times to select a vacation will not be considered as “time worked” for purposes of computing callback or overtime. If an employee is unable to be present during their scheduled time they may make their choice by telephone, email, or another individual with written documentation of designation, may select a vacation segment(s) for the employee. If the employee fails to select their vacation during their assigned time, the Employer may proceed with scheduling. The employee will be provided an opportunity to select their segment(s) at a later date when they are available. The Employer will publish the vacation schedule by March 1, after considering requests, as well as Agency program needs. Employees will complete a Leave Request Form no less than thirty (30) days prior to any approved vacation segment taken.





21.7 Supplemental Requests 


Nothing in the above paragraphs will preclude the right of an employee to request vacation leave or their personal holiday at any time. The Employer will consider said request in relation to authorized relief, program needs and the existing published vacation schedule, all of which will take precedence. These requests will be resolved on a first-come, first-served basis. Employees will complete a Leave Request Form for any such vacation leave taken immediately upon their return to work.





21.8 Adequate Leave 


Employees will not request or be authorized to take scheduled vacation leave if they do not have sufficient vacation leave to cover such absence when the leave commences.








Sick Leave





23.10 Leave Request Form After Absence 


Employees will complete a Leave Request form for any leave taken. When the reason for the absence is unexpected and precludes prior written approval, requests will be submitted immediately upon returning to work. The employee will state the general reason or circumstance for leave requested on the form.











FYI, our Leave Policy is specific to Non-Represented employees.





 





See C. on page 2 and number 2. and 3. on Page 3 








Please let me know if there is anything else I can provide to assist.





Thank you,





Jean Hardcastle


Department of Corrections - Agency Payroll Officer


Phone (360) 890-0304


Fax (360) 586-6006


Mail Stop 41145





CONFIDENTIALITY NOTICE:


This message (including any attachments) may contain confidential, proprietary, privileged and/or private information. The information is intended to be for the use of the individual or entity designated above. If you are not the intended recipient of this message, please notify the sender immediately, and delete the message and any attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an individual or entity other than the intended recipient is prohibited.
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REFERENCES: 




DOC 100.100 is hereby incorporated into this policy; RCW 26.50.010; RCW 38.40.060; RCW 
49.76; RCW 73.16; WAC 296-128-660; WAC 357-01; WAC 357-28; WAC 357-31; WAC 357-
46; DOC 830.030 Shared Leave; DOC 830.120 Family and Medical Leave 




POLICY: 




I. Paid time off work is a benefit provided to employees and offers financial protection in 
the event of personal or family illness.  Employees are encouraged to judiciously use 
their accrued leave options in a manner that best protects them from the risk of any 
financial loss associated with unexpected and/or extended absences from work. 




II. The Department will provide and administer leave in accordance with applicable state 
civil service rules and federal and state laws. 




DIRECTIVE: 




I. General Requirements 




A. Employees are expected to maintain reliable attendance and report to work on 
time and as scheduled.  Employees will notify their supervisors in the event of 
unexpected needs that cause absence, lateness, or the need to leave work early. 




B. Leave requests, use, and approvals will comply with WAC 357-31.  Employees 
may be required to provide verification for the request. 




C. Leave requests will be submitted using DOC 03-407 Leave Request or through 
Washington State’s approved Human Resources application (e.g., MyPortal), as 
applicable.  Supervisors/designees will consider the needs of employees when 
granting requests but may require that leave be taken when it will least interfere 
with work requirements. 




1. Types of leave include, but are not limited to: 




a. Sick leave, 
b. Vacation leave, 
c. Personal holiday, 
d. Shared leave, 
e. Family and Medical Leave (FML), including Paid FML, 
f. Civil duty leave, 
g. Military leave, 
h. Leave without pay, 
i. Time loss due to job-related injury or illness, 
j. Compensatory time, 







http://apps.leg.wa.gov/RCW/default.aspx?cite=26.50.010



http://apps.leg.wa.gov/RCW/default.aspx?cite=38.40.060



http://apps.leg.wa.gov/RCW/default.aspx?cite=49.76



http://apps.leg.wa.gov/RCW/default.aspx?cite=49.76



http://apps.leg.wa.gov/RCW/default.aspx?cite=73.16



https://app.leg.wa.gov/wac/default.aspx?cite=296-128-660



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-01



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-28



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-31



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-46



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-46
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k. Bereavement leave, and 
l. Exchange time. 




2. Requests will be submitted in advance when the absence is anticipated. 




3. When the reason for absence is unexpected and prohibits advance 
approval, regardless of the reason for the absence or type of leave taken, 
the employee will: 




a. Promptly report the absence and the anticipated return date to the 
supervisor/designee as soon as the employee is aware of the need 
to be absent, but no later than the first day of the absence, and 
each day thereafter, unless approved by the supervisor/designee.   




1) If in a position for which a relief replacement is necessary, 
the employee will notify the supervisor/designee of the 
absence at least 2 hours before the employee’s scheduled 
time to report to work. 




b. Submit leave requests no later than the beginning of the first day 
back to work. 




c. State the general reason for the leave when reporting the absence 
and when submitting the leave request. 




4. An employee’s failure to submit leave requests within the appropriate pay 
period may result in leave without pay. 




D. Employees will use any accrued compensatory time before using vacation leave, 
unless doing so would result in the loss of accrued vacation leave. 




E. Requests for vacation leave, sick leave, compensatory time, or personal holiday 
should be approved/denied by the appropriate supervisor/designee within 7 days 
of the date the request was submitted.  If the request is submitted less than 7 
days before the effective date, the supervisor/designee will approve/deny the 
request at least one day before the requested day of leave. 




F. The Appointing Authority/designee will approve/deny all other leave requests.  
The employee may request status information within 15 days from the date the 
request was submitted and will receive a reason for any denials. 




G. The supervisor/designee will monitor leave usage.  An employee’s unscheduled 
leave use, except paid sick leave and/or legally protected leave (e.g., FML), may 
be addressed as a performance issue by the supervisor/designee and/or 
Appointing Authority. 
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H. Employees may be eligible to participate in the shared leave program per DOC 




830.030 Shared Leave. 




I. Employees who may be eligible for FML, including paid FML, should review DOC 
830.120 Family and Medical Leave and/or consult with their local Human 
Resources Office. 




1. Employees eligible for Paid FML may be allowed to use accrued leave as 
a supplemental benefit per WAC 357-31-248. 




II. Vacation Leave 




A. Requests for vacation leave will be approved in advance, unless used in lieu of 
sick leave, to respond to a family care emergency as defined by this policy, or for 
an emergency health condition. 




1. Supervisors/designees will approve the use of accrued vacation leave for 
any reason listed in WAC 357-31-200.  Approval may be subject to 
verification that the condition or circumstance exists. 




2. Use of vacation leave in lieu of sick leave is subject to the sick leave 
provisions. 




B. Employees will ensure they have accrued sufficient vacation leave to cover their 
request.  Employees may not use vacation leave in advance of its accrual. 




C. Vacation leave accumulated may not exceed the maximum balance of 240 
hours, except as follows: 




1. Leave accumulated above the 240 hours maximum may be used until the 
next anniversary of the employee’s state service date.  Any excess leave 
not used by that date will be lost and cannot be restored. 




2. If the employee is close to the maximum and is denied vacation leave, the 
employee may submit a written statement of necessity for excess vacation 
leave through Human Resources to request to defer vacation leave 
accrual.  Requests will be approved/denied by the Appointing Authority 
and documented in the employee’s personnel file. 




a. If approved by the Appointing Authority, the employee’s vacation 
leave accrual will be deferred for each month the request for 
vacation leave is postponed.  The employee must use the deferred 
leave by the next anniversary of the state service date. 
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b. Only leave that the employee has not accrued as of the date the 




request is submitted will be deferred.  Any excess leave accrued 
will not be deferred, regardless of circumstances. 




D. Employees will cooperate with supervisors/designees to plan work requirements 
to take accrued leave and ensure the maximum balance is not exceeded. 




III. Sick Leave 




A. Employees will report and use sick leave appropriately.  Employees will 
cooperate with supervisors/designees in reporting the type of leave to be used. 




B. Approval may be subject to medical verification or certification of the reason for 
sick leave use as follows: 




1. If an employee uses paid sick leave for more than 3 consecutive days per 
WAC 296-128-660. 




2. To assist the Department in protecting the employee from returning to 
work too soon following an illness or injury. 




3. To protect coworkers or individuals under the Department’s jurisdiction 
from contagious illness when attendance at work would jeopardize the 
health of others. 




4. For FML purposes. 




IV. Military Leave 




A. Leave for employees ordered to report for required military duty, training, or drills 
in the uniformed services will be administered per this policy, applicable state 
and civil service rules, and federal and state laws. 




B. Eligible employees will be granted military leave with pay, not to exceed 21 days 
each year (i.e., October 1 - September 30), to report for required military duty, 
training, or drills in the uniformed services, which include the: 




1. United States Army, Navy, Air Force, Coast Guard, or Marine Corps, or 
any other organized reserve or armed forces of the United States, and  




2. Washington National Guard. 




C. Military leave with pay is in addition to any accrued leave, and does not reduce 
benefits, performance ratings, privileges, or pay. 
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1. During paid military leave, the eligible employee will receive regular base 




pay. 




2. The employee will only be charged military leave for days the employee is 
scheduled to work. 




3. No adjustments will be made to the seniority date, anniversary date, 
unbroken service date, vacation leave accrual rate, or periodic increment 
date while an employee is on paid military leave or a military leave of 
absence without pay, or any combination thereof. 




D. In addition to military leave with pay, the employee may use other accrued leave 
or request an unpaid military leave of absence. 




E. When possible, the employee will request military leave 2 weeks in advance of 
taking the anticipated leave.  Military orders or other military documents 
supporting the need for leave will be required before actual leave or, in emergent 
situations, as soon as practicable. 




F. Eligible employees required to appear during working hours for a physical 
examination to determine fitness for military service will receive full pay for the 
time required to complete the examination.   




G. Employees who separate from state service to report for active military duty and 
return to state service following duty will be immediately reinstated with all rights, 
benefits, and seniority based on state employment they would have had if not for 
the military absence. 




1. This does not apply when the appointment the employee left was of short 
duration and eliminated after being vacated (e.g., non-permanent, project). 




H. During a period of military conflict, employees with a spouse/state registered 
domestic partner who is a member of the armed forces of the United States, 
National Guard, or reserves who has been notified of an impending call to active 
duty may take up to 15 days of unpaid leave before their spouse/partner deploys 
or when their spouse/partner is on leave from deployment. 




1. The employee will request leave within 5 business days of the spouse/ 
partner receiving official notice. 




2. The employee may choose to use accrued leave in lieu of leave without 
pay. 




V. Severe Inclement Weather 
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A. Employees reporting to a facility/office late due to severe inclement weather 




conditions will be allowed up to one hour of paid time at the beginning of their 
work schedule.   




B. Absence due to tardiness in excess of one hour or an employee’s inability to 
report for scheduled work because of severe inclement weather conditions will be 
charged to the following in the order listed: 




1. Compensatory time, 
2. Accrued vacation leave, then 
3. Accrued sick leave, up to a maximum of 3 days per calendar year. 




C. Employees may request to use leave without pay in lieu of paid leave. 




VI. Bereavement Leave 




A. In the event of the death of a family member as defined in WAC 357-01-172 or a 
household member as defined in WAC 357-01-182, employees may request up 
to 3 days of paid bereavement leave. 




B. In addition to paid bereavement leave, the employee may be approved to use 
accrued compensatory time, sick leave, vacation leave, a personal holiday, and/ 
or leave without pay. 




VII. Family Care Emergency 




A. Leave for a family care emergency will be authorized to care for a spouse/state 
registered domestic partner, household member, child/stepchild, parent, or 
grandparent. 




B. A family care emergency is defined as: 




1. Minor/dependent childcare emergencies (e.g., unexpected absence of 
regular care provider, unexpected school closures, unexpected need to 
pick up child at school earlier than normal). 




2. Elder care emergencies (e.g., unexpected absence of regular care 
provider, unexpected closure of an assisted living facility). 




C. After using all accrued compensatory time, the employee may use their personal 
holiday or up to 3 days of vacation leave, sick leave, or leave without pay per 
calendar year for family care emergencies. 




1. The Appointing Authority may approve additional leave. 
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D. The employee must notify their supervisor/designee at the beginning of the 




absence.  No advance approval is required. 




VIII. Domestic Violence Leave 




A. Employees may use a reasonable amount of accrued leave or unpaid leave if 
they, or their family member, are a victim of domestic violence, sexual assault, or 
stalking as defined in RCW 49.76.020. 




B. The amount of leave considered reasonable will be determined on a case-by-
case basis. 




C. Verifying documentation may be required. 




IX. Leave Without Pay 




A. Except for unexpected sick leave, requests for leave without pay require 
Appointing Authority approval in advance. 




1. When an employee on extended absence has used all accrued paid leave 
and is unavailable to submit a request for leave without pay, the 
supervisor/designee will submit a request on the employee’s behalf to 
avoid overpayment. 




B. Authorized leave without pay will be limited to not more than 12 months in any 
consecutive 5 year period, except for educational leave, military leave, 
government service leave, leave taken to voluntarily reduce the effect of a layoff, 
or leave for reasonable accommodation. 




C. When an employee is on leave without pay for more than 15 consecutive days, 
the seniority, unbroken service, periodic increment, and anniversary dates will be 
adjusted, except when the absence is due to: 




1. Military leave. 
2. Government service leave, not to exceed 2 years and one month. 
3. Time loss due to work-related injuries or illness sustained while performing 




a state job. 
4. Education leave, contingent upon successful completion of the 




coursework. 
5. Leave taken voluntarily to reduce the effect of an agency layoff. 




D. Unauthorized absence will be treated as unauthorized leave without pay and may 
be grounds for disciplinary action, up to and including dismissal. 
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1. Immediately upon return to work, the employee will explain the reason for 




the unauthorized absence to their supervisor/designee. 




2. Leave requests for unauthorized absences will be denied and the reason 
will be documented in the Comments section of the leave request. 




3. When an employee has been absent without authorized leave and has 
failed to contact their supervisor/designee for a period of 3 consecutive 
days, the employee is presumed to have resigned from the position per 
WAC 357-46-210, unless due to inability or incapacity beyond the 
employee’s control. 




a. When an employee is presumed to have resigned, the Appointing 
Authority will send a separation notice to the employee via certified 
mail to the employee’s last known address. 




X. Jury Service 




A. Employees will be granted leave with pay when summoned for jury duty or 
selected to serve on a jury during scheduled work hours.  If the duty requires 
fewer hours than are regularly scheduled, the Appointing Authority/designee will 
determine, on a case-by-case basis, the need for the employee to return to work 
for the remainder of the work hours. 




B. Employees performing jury duty will receive their basic salary and be allowed to 
retain any jury duty-related compensation or travel pay. 




XI. Subpoena 




A. Employees will be granted leave with pay to respond to a subpoena when: 




1. The employee has been subpoenaed on the employer’s behalf, or 




2. The subpoena is for a legal proceeding that is unrelated to the personal or 
financial matters of the employee. 




XII. Civil Duty 




A. Leave with pay may be granted for participation in civil duty activities (e.g., 
donating blood, volunteer firefighting, search and rescue efforts) or life-giving 
procedures, in limited situations, as determined by the Appointing Authority. 




1. Before participation, the employee and supervisor/designee will discuss 
and determine, in coordination with local human resources employees, 
whether the anticipated activity will be eligible for civil duty leave. 
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XIII. State Examination/Interview 




A. With advance notice, employees may request leave with pay for reasonable 
travel time to and from examinations/interviews for a position with the State of 
Washington during scheduled working hours.  An employee’s request may be 
denied and/or the number of occurrences and duration limited based upon 
operational necessity. 




B. Employees are responsible for all expenses and transportation incurred, except 
employees scheduled for layoff who travel for approved employment interviews 
with other state agencies will be reimbursed for necessary travel costs. 




XIV. Professional Development 




A. Administrative leave may be granted for employees to attend professional 
meetings, conferences, seminars, and workshops.  Employees will be 
responsible for their own expenses when state funds are unavailable. 




XV. Suspended Operations 




A. When it is determined that public safety, health, or property is jeopardized due to 
emergency conditions, suspended operations may be enacted. 




1. Appropriate Emergency Management System policies, operational 
memorandums, and/or other procedures will be followed. 




2. Appointing Authorities with control over the physical plant/office will retain 
authority to suspend operations.  The Office of the Secretary will retain 
authority over Headquarters’ operations. 




a. When suspending operations, Appointing Authorities will notify the 
Headquarters Duty Officer and ensure communication with other 
Appointing Authorities whose operations may be impacted. 




B. If an office or other work location is non-operational due to conditions caused by 
severe inclement weather, natural disaster, or other emergency circumstances, 
non-emergency employees may be: 




1. Released with no loss of pay during the disruption of services. 




2. Reassigned to similar positions at locations within a reasonable driving 
distance from the non-operational location during the disruption of 
services. 
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3. Subject to a temporary reduction of work hours or temporary layoff per 




WAC 357-46. 




C. Employees who are required to work during the closure will receive their regular 
rate of pay for work performed during the period of suspended operations.  
Overtime worked during the closure will be compensated per WAC 357-28. 




DEFINITIONS: 




The following words/terms are important to this policy and are defined in the glossary section 
of the Policy Manual:  Compensatory Time.  Other words/terms appearing in this policy may 
also be defined in the glossary. 




ATTACHMENTS: 




None 




DOC FORMS: 




DOC 03-407 Leave Request 

















