	
	



MEMORANDUM FOR SALLY EMPLOYEE

FROM:  JOE MANAGER 

SUBJECT:  Performance Improvement Plan

1.  This memorandum advises you that your performance is unacceptable as measured by the standards established for the Major Duties of Air Force Form 1003, Core Personnel Document (CPD) which you received on 12 April 2002 (Attachment 1).  The attached Air Force Form 860A documents your rating of “Unacceptable” (Attachment 2).  This memorandum provides you with specific examples of unacceptable performance, explains the criteria for acceptable performance, and addresses my expectations for your performance on those performance elements and standards which you are failing to meet.  It also advises you of the assistance that will be provided to you, and establishes a time period during which you will be afforded the opportunity to demonstrate performance at an acceptable level.  Failure to meet standards defined for any one Major Duty established by the CORDOC for your position constitutes unacceptable performance.  Your performance is unacceptable because you did not meet the performance standards established for Major Duties 1 and 2 of the CORDOC for your position.  

2.  Major Duty 1 of your CORDOC states, “Plans audit and management advisory service covering broadly related and highly complex functions of a large multi-mission activity or develops and writes segments of the audit programs for highly complex corporate audits.”  There are three standards defined for this major duty.  


a.  Standard A states, “Identifies audit subjects and effectively researches background information and plans work requirements to meet assigned audit objectives to include developing time frames and resource requirements.” 


b.  Standard B states, “Creates accurate audit proposals to include scope and objectives of prospective audits.”


c.  Standard C states, “Effectively coordinates planned audits with management and peers.” 


d.  You have failed to meet the level of performance required by Standards A and B and you were therefore rated “Not Met” on this Major Duty.  To meet the level of performance defined by these two (2) standards, you are required to perform research of audit subjects and develop an audit plan.  Audit research results provide the basis for deciding the need for audit or, in some cases, provide adequate support for positive or negative audit results in a report of audit.  Chapter 2 of AFAA Instruction 65-101 states audit planning is an audit technique used to accomplish the research/survey phase of any audit project.  In other words, audit planning is a relatively fast process for gathering information on the program being reviewed, legal, and regulatory requirements, key management controls, evaluation criteria (metrics), and potential sources of data that can be used as audit evidence.  The main purpose is to identify problems or potential problems warranting additional review and to plan any subsequent in-depth audit work deemed necessary.  You did not meet the criteria defined by Standards A and B for this duty and, therefore, have been rated as “Not Met.” Specifically, during the rating period, you did not turn in any audit needs or suggestions.  Submission of audit areas is an integral part of developing the team’s annual audit plan and identifying/assessing auditable areas.  In addition, despite having charged 49 hours to the 00WN0108, Vehicle Operations project in October 2000, you did not turn in workpapers to support audit research work performed on this project.  I consider the time charged sufficient for a fully qualified auditor to perform research, develop objectives, plan an audit approach, inbrief management, and develop an audit program.  The lack of workpapers and inability to support a “go” or a “no-go” decision contributed to my decision to terminate the project and demonstrated an inefficient use of resources on your part.  Therefore, you failed Standards A and B.  To meet these standards, you must identify audit subjects to be considered for our annual audit plan.  Further, you must adequately research and support your research results in accordance with Air Force Audit Agency operating instructions and the General Accounting Office “Yellow Book” standards.  Also, you must also complete a comprehensive audit plan that includes sufficient detail on regulatory, operational, and legal requirements, as well as evaluation criteria and proposed sources of data to be used for the evaluation, to determine if the audit objectives can be achieved.  Additionally, you must identify audit methods to be used and provide justification as to why these methods will result in an adequate assessment of the audited activity.  The standardized audit program (Attachment 3) is provided as a guide.  The program you develop should include information on each audit step defined, including workpapers and exhibits to support your conclusions.

3.  Major Duty 2 of your CORDOC states, “Independently conducts audits of significant scope and mission impact or participates as a team member on large or highly complex audits.  Audits are to assess compliance, efficiency, and effectiveness of programs where considerable variability exists. ”  There are four (4) standards defined for this Major Duty.  You have failed to meet two (2) of these standards and you were therefore rated as “Not Met” for this Major Duty. 


a.  Standard A states, “Interacts with management effectively throughout the audit process and provides clear, relevant and accurate information.”


b.  Standard B states, “Independently conducts appropriate interviews, evaluates management processes, reviews records, and gathers data to achieve audit objectives.  Identifies additional audit areas that surface in the course of the audit.”


c.  Standard C states, “Submits products or assignments meeting established milestones/budgeted hours 90 percent of the time unless, in the supervisor’s professional judgment, deviations are justified.”


d.  Standard D states, “Properly documents accomplishment of stated audit objectives, and conforms with professional standards.”


e.  To meet the Standards C and D  for this element, you must assess compliance with governing directives; interact with management effectively; provide clear, relevant and accurate information; fully evaluate management processes; gather sufficient data to achieve objectives; complete products within the budgeted time; and properly document the accomplishment of the stated audit objectives through working papers.  In all cases, auditors must ensure that working papers are complete, accurate, clear, understandable, legible, neat, and contain only those materials pertinent to the audit.  Specifically, working papers must be understandable without supplementary oral explanations and anyone reviewing the working papers must readily determine their purpose and source, the nature and scope of the work performed, and the auditor's conclusions.  The General Accounting Office’s “Yellow Book,” Chapter 6, Field Work Standards for Performance Audits, states, “Sufficient, competent and relevant evidence is to be obtained to afford a reasonable basis for auditor’s findings and conclusions.  A record of the auditor’s work should be retained in the form of working papers.  Working papers should contain sufficient information to enable an experienced auditor having no previous connection with the audit to ascertain from them the evidence that supports the auditor's significant conclusions and judgements.”  All work papers must fully comply with Air Force Audit Agency operating instructions and the General Accounting Office “Yellow Book” to support all conclusions and results.  Specifically, each audit step should be fully documented and provable based solely on the information provided in the working papers themselves, an attachment to the working papers, or an appropriate cross-reference.  Your conclusions should be written in a manner that would cause an uninformed reader to come to the same conclusion based on review of the supporting material collected and referenced in the working paper folder.  To do this, you must clearly establish that your conclusions are based on documented fact, not hearsay or supposition.  Documented facts are construed to mean copies of, or accurate reference to, supporting working papers and exhibits that can be tied in context to the audit results and recommendations you propose in your summary working papers.  For example, if reviewing payments, copies of invoices or vendor statements would be considered documented facts.  The following are examples of your unacceptable performance:



(1)  Your audit fieldwork performance was neither timely nor efficient.  For example, Project xxxxxxx, Organization, was planned for 150 hours with the Centrally Directed Audit (CDA) Response Sheets due to the audit control point on 29 December 2001.  However, 479 hours were expended on the project and the CDA Response Sheets were not sent until 15 March 2002.  Accordingly, the goal for this project was exceeded by 329 hours and 76 elapsed days.  Similarly, for Project xxxxxxxxxxxxx, Good Stuff Program, the 294 hours expended exceeded scheduled hours by 134 hours.  Further, your CDA Chapter 2 Response Sheets and the draft report were submitted late by 19 and 21 days, respectively.  Further, Project xxxxxxxxxxxxxx, Review of the Credit Card Goodies,  was originally slotted for 280 hours with a projected completion date in April 2001.  However, the final report was not issued until July 2001 and the project had 657 hours charged to it.  You neither completed your audit work in accordance with established  milestones or budgeted  hours, nor provided justification for  extending milestones or increasing projected hours.   You therefore failed Standard C.


(2)  Workpapers for your projects were not properly accomplished.  For example,  when I asked for completed workpapers on Project xxxxxxxxxxxx, you were unable to provide this critical documentation even though I had previously visited you at the TDY location, discussed how to apply every audit step in detail, and provided you with specific guidance on accomplishing the assigned audit.  Similarly, the work papers for Chapter 2 of this project indicated the chapter was not applicable as the manning document for the unit under review had not been updated since the unit broke away from its former unit and received a new mission.  Corresponding steps were marked as not applicable.  However, when you turned in your draft report, you reported an issue with some specifics that could not be referenced back to the workpapers as the workpapers said the area was not applicable. You therefore failed to properly document your work and did not meet the criteria established for Standard D.

4.  You will be provided a period of 90 days to demonstrate acceptable performance on Standards A and B for Major Duty 1 and Standards C and D for Major Duty 2.  Failure of any one performance standard for either of these standards will constitute a failure to meet the Major Duty.  During this 90-day period, I will carefully monitor your performance to determine if you are performing in accordance with these standards as clarified above.  If, at the end of the 90-day period you are meeting all of the standards identified  above and all other standards defined for the Major Duties of your position, you will receive an overall performance rating of “Acceptable.”  No further action will be necessary if you meet all standards.   However, you are warned that, if at the end of the 90-day period, you are not meeting any one of the standards above, I will render a rating of  “Unacceptable” and initiate performance-based action to demote, remove, or reassign you from your position and the Federal service.  Further, even if your performance is acceptable at the end of the 90-day period, you must maintain an acceptable level of performance for a period of 12 months from issuance of this Performance Improvement Plan.  Failure to do so will result in an “Unacceptable” rating and may form the basis for performance-based action to demote or remove you without providing you an additional performance improvement period.  

5. You have been provided the formal and on-the-job training, including remedial training, necessary to perform your duties at an “Acceptable” level, and I am not specifically aware of any additional formal training that would assist you.  However, if you believe a formal training course would be of assistance to you, the course is directly related to your duties, you meet course eligibility requirements, and adequate funding is available, I will approve a DD Form 1556, Request for Training.  You are responsible for preparing the DD Form 1556 for my review and consideration.  You may also make use of in-house references.  I suggest that you make frequent reference to AFAA Instruction 65-101, Internal Audit Procedures, dated 29 September 1999, with particular attention to Chapter 4, Field Work - Audit Documentation and Evidence.  If you do not currently have a copy of this instruction, you may obtain it directly from the AFAA Home Page using the Internet.  Additional references that will be of use to you include the General Accounting Office “Yellow Book” and previous audits maintained in this office.  Additionally, I will meet with you weekly during your performance improvement period to provide ongoing review, guidance and feedback on your work.  We will meet at 0800 on each Tuesday.  You will submit each week’s completed work to me by 1600 on Friday (Thursday on your compressed workweek) so that I can thoroughly review your work product prior to providing feedback. During your performance improvement period, you will be assigned a vehicle operations audit at the Big Wheels Squadron.  I anticipate this audit can be completed, from development of an audit plan to the out-brief and completion of an acceptable audit report, in the 90-day period established for you to demonstrate acceptable performance. 

6.  I have repeatedly advised you of my concerns regarding your excessive use of unscheduled leave and failure to comply with procedures established for properly requesting and obtaining approved leave.  It is important that you be present for duty during the performance improvement period to ensure that you are afforded every opportunity to improve your performance to an acceptable level.  I do not, therefore, intend to approve leave unless you are absent for reasons beyond your control.  Any absence due to illness will be documented by a statement from a physician indicating that you were either obtaining medical care or that you were medically incapacitated for duty, and the dates and time you were unable to work for medical reasons.  Any absence on annual leave will be documented be administratively acceptable evidence establishing and emergency situation beyond your control which required your absence from work.  Any failure to provide the above documentation or contact a supervisor within two (2) hours of the beginning of your duty day to request leave will result in a charge to AWOL.  

6.  If you believe that you have a medical condition that prevents you from performing the duties of your position at an acceptable level and you wish me to consider reasonable accommodation, you must provide me with (a) medical documentation of your condition, (b) the effect of this condition on your work, and (c) specific actions that I could take to assist you in performing at an acceptable level.  Any accommodation requested will be carefully reviewed to determine if it can be implemented without undue hardship to the agency or risk to you or others.  If necessary, I may request the assistance of a Federal Medical Officer in evaluating any medical documentation that you submit.  To receive full consideration, documentation of any medical condition should be received no later than 30 days from your receipt of this notice.  For your convenience, I have attached an “Employee’s Statement of Disability” and “Physician’s Statement” (Attachment 4).  If you wish to request accommodation, you may complete the Employee’s Statement.  The Physician’s Statement is for your physician’s use in developing the necessary medical information.  I also attached a copy of your CPD for your physician‘s use, as necessary.

7.  I sincerely hope that you will devote yourself to achieving an acceptable level of performance and that no further action will be necessary.  If you have any questions concerning any of the above, please do not hesitate to contact me.  










JOE MANAGER 

Attachments:

1. CORDOC

2. AF 860A

3. Audit Planning Program 

4.
Employee’s Statement of Disability/Physician’s Statement

Receipt acknowledged, signature does not indicate agreement or disagreement.  
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