MEMORANDUM FOR SALLY EMPLOYEE

FROM:  JOE MANAGER 

SUBJECT:  Proposal to Remove for Unacceptable Performance 

1.  This memorandum is your 30-day advance notice that I am proposing your removal from your position of Auditor, GS-511-12, located in the Big Blue AFB Audit Office, USA, and the Federal service for unacceptable performance.  Specifically, you failed to meet two of three performance standards defined for Major Duty 1, and two of four performance standards defined for Major Duty 2 of the Core Personnel Document (CORDOC) (Atch 1) established for your position.  Your overall performance rating of Unacceptable is documented on the attached Air Force Form 860A (Atch 2) dated 20 August 200x.  Your removal, if sustained, will be effected no earlier than the 31st day from the date you receive this notice.  This proposal is made in accordance with the general procedures and requirements of 5 USC 4303 et seq and Air Force Instruction 36-1001, Managing the Civilian Performance Program.  I have based your Unacceptable rating on the specific performance deficiencies discussed in the following paragraphs. 

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.”  


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.” 

3.  To meet the level of performance defined by these standards, you are required to use the standardized planning program template to develop specific audit program steps.  Developing a sound audit program is the basis for conducting a comprehensive audit, which meets defined audit objectives and conforms to standards defined by Comptroller General Government Auditing Standards (referred to as the “Yellow Book”) and Air Force Audit Agency Instruction (AFAAI) 65-101, Internal Audit Procedures.  The standard planning template minimizes omissions in the audit plan, promotes a consistent approach toward audit subjects, and results in a product that facilitates and expedites the review of the completed audit.  However, using the standardized planning template does not eliminate the need for effectively researching background information and developing a methodology to provide sufficient, competent, and relevant evidence to achieve audit objectives.  To produce an accurate audit proposal, you are required to obtain an understanding of the area being audited, consider legal and regulatory requirements, define key management controls, identify evaluation criteria, and locate potential sources of data that can be used as audit evidence.  The proposed audit objectives and methodology to perform an independent assessment of an organization, program, activity or function must be defined.  In your Big Wheels project, you did not effectively research background information nor develop an acceptable audit proposal.  Therefore, you failed to meet Standards A and B for Major Duty 1 and your rating for Major Duty 1 is “Does Not Meet.”  Specifically: 


a.  You identified four specific segments to review during the planning phase.  However, as of 13 August, you had not completed sufficient research to identify general overall procedures and processes or the internal control criteria and processes of each applicable segment.  I discussed this issue with you several times.  Yet, despite your assurances that you understood, the necessary research was not completed.  The resulting audit program was not acceptable, as it did not identify general overall procedures and processes and internal control criteria and processes for the segments identified for audit.  You therefore failed to meet Standard A, which requires effective research of background information and Standard B, which requires creation of an accurate audit proposal. 


b.  Your audit program included subobjectives not defined in the planning phase of the project.  You therefore failed to meet the criteria for Standard B, which requires an accurate audit proposal.  Specifically: 


(1) The audit program had a subobjective to determine whether vehicle authorizations were accurately reflected on the Custodian Authorization/Custody Receipt Listing (CA/CRL).  However, work documented during the planning phase of the project did not mention that vehicles or vehicle authorizations were listed on the CA/CRL. 


(2) The Audit program had a subobjective on approving and documenting use of U Drive-it vehicles.  However, the approval for and documentation of the use of U Drive-it vehicles was not one of the four segments identified for further review during the risk assessment phase of the planning process. 


(3) The audit program did not include steps necessary to accomplish the subojectives.  Specifically, you had a subobjective on whether vehicle authorizations were accurately reflected on the CA/CRL.  However, the audit program never mentioned the AC/CRL again and no steps were developed to accomplish this subobjective. 


(4) The audit program did not include any summarization, cause or impact steps. 


(5) The audit program included steps that either were or should have been performed during the planning phase.  For example, you found there was no prior audit coverage during the planning phase, but repeated the question in the audit program.  Additionally, the audit program include a lot of “how,” who,” and “describe” steps that should have been answered during the planning phase of the project. 


(6) The audit program did not identify audit methods to be used or provide justification as to why these methods would result in an adequate assessment of the audited activity.  For instances, no steps were developed that mentioned sampling technique or criteria. 


(7) The audit program was not cross-referenced to any background and there was no referencing to the support for specific audit steps. 

4.  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.” 


a.  Standard A states, “Interacts with management effectively throughout the audit process and proves 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.” 

5.  To meet the standards 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 an properly document objectives through working papers.  The professional standards pertinent to audit work should be well known to you.  AFAAI 65-101, Internal Audit Procedures, states, “In all cases, auditors must ensure that working papers are complete, accurate, legible, neat and contain only those materials pertinent to the audit.  Specifically, working papers must be understandable without supplementary oral explanations.  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.”  Specific instructions for working documentation and working papers are provided as follows:  “Obtain sufficient competent and relevant evidence to afford a reasonable basis for audit findings and conclusions.  Document audit work on working papers.  Working papers should contain sufficient information to enable an experienced auditor with no previous connection with the audit to ascertain the evidence supports the auditor’s significant conclusions.”  Comptroller General Government Auditing Standards (the Yellow Book), Chapter 6, Field Work Standards for Performance Audits, states, “A record of the auditor’s work should be retained in the form of working papers.”  The standard further stipulates that, “Working papers should contain sufficient information to enable an inexperienced auditor having no previous connection with the audit to ascertain from them the evidence that supports the auditor’s significant conclusions and judgments.  All work papers must be in full compliance with AFAA operating instructions and the Yellow Book to support all conclusions and findings.  Specifically, audit steps should be fully documented and provable based solely on the information provided in the work itself, an attachment to the work paper, or an appropriate cross-reference.  Work papers should be neat and well organized, including any attached exhibits or schedules.  Your conclusion should be written in a manner that would cause an uninformed reader to come to the same conclusion you do based on review of the support material collected and referenced in the work 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 papers that can be tied in context to the findings, audit results, and recommendations you propose in your working papers.  For example, if you were reviewing payments, copies of invoices or vendor statements would be considered documented facts.”  Your work falls short of these expectations.  Therefore, you have failed to meet the criteria established in Standards C and D of Major Duty 2, two of the four defined standards as follows: 


a.  You did not meet the planned fieldwork completion although it was extended three times.  In fact, you had not finished your fieldwork as of 13 August 200x.  You therefore failed to meet Performance Standard C. 


b.  You budgeted 365 hours for completion of the audit.  As of 31 July, you had charged the full 365 hours without completing the planning phase of the project.  You therefore failed to meet Performance Standard C. 


c.  You did not respond to AFAA 104 comments or memorandums even though you were repeatedly reminded both verbally and in writing.  You therefore failed to meet Performance Standard D, which requires you to properly documented accomplishment of stated audit objectives or conform to professional standards. 


d.  Your working papers contained the word “Completed” in addressing planning phase steps but did not document what was done or the conclusion reached in performing the step.  Additionally, your working papers were not cross-referenced to any other field or location that contained information which would have led others to what you did for these steps.  You therefore failed to meet Performance Standard D, which requires you to properly document accomplishment of stated audit objectives or conform to professional standards. 

6.  By memorandum dated 10 May 200x, you were (a) notified that your performance was unacceptable, (b) advised of the criteria for acceptable performance an provided specific examples of unacceptable performance, (c) informed that you would be provided a specific audit assignment and given a period of 90 days to improve your performance to an acceptable level, and (d) told what assistance would be provided to you.  Additionally, you were advised that, if you suffered from a disabling medical condition and wished to request reasonable accommodation to assist you in performing the essential functions of your position, I would consider any recommendation/request if supported by adequate medical documentation.  You were further advised of what documentation would be required and urged to make any need for accommodation known.  Finally, you were warned that if, at the end of the 90-day period established for you to demonstrate acceptable performance, you were not meeting the criteria defined by each of the performance standards that you were failing, you would be rated as unacceptable and I would initiate performance-based action to remove or demote you from your position and the Federal service for unacceptable performance. 

7.  During the performance improvement period beginning on 10 May 200x, I conducted regular feedback and counseling sessions during which I provided detailed comments and guidance on correcting deficiencies identified in your work.  You neither provided medical documentation indicating you suffered from a medical condition that affected your ability to perform an essential duty of your position, nor requested reasonable accommodation to any medical condition.  Despite counseling, feedback, guidance and ample time provided to you, you failed to meet the performance standards for two of the Major Duties of your position and your overall performance rating remains Unacceptable.  I have carefully considered the alternatives available to me based on your continuing unacceptable performance.  After careful review, I determined that reassignment was not a reasonable option, as all AFAA auditor positions require knowledge, skills, and abilities identical to those of your current position.  Further, as all auditor positions other than bonafide trainees are at the GS-12 level, there is no lower-graded position available to which you could be demoted.  I am therefore proposing your removal from your position and the Federal service for unacceptable performance. 

8.  You have the right to respond either orally, in writing, or both, to Mr. Guy Bigg, Nirvana AFB Audit Office, USA, who will make the final decision in this matter.  The opportunity to reply is a significant right granted to you.  If you believe the proposed action is unwarranted, you should reply, stating completely all the facts as to why you believe the proposed action should not be taken.  You are entitled to the following rights to enable you to properly prepare your reply: 


a.  You may submit affidavits and statements to support your reply. 


b.  You may review the material on which this notice is based and which is relied on to support the reasons for this proposed action.  The material will be made available for your review in the 11th Wing Civilian Personnel Office.  You may contact Ms. Emma M. Relations to make arrangements to review the material. 


c.  You have 10 calendar days form the date you receive this notice to prepare and submit your reply or replies.  Consideration will be given to extending this period of time, if you submit a written request to Mr. Bigg stating your reasons for desiring more time and specifying the amount of additional time required.  If you intend to present an oral response, you must contact Mr. Bigg as soon as possible to make any necessary arrangements for an oral reply. 


d.  You may designate a representative, in writing, to assist you in preparing your reply and to accompany you in making an oral reply.  If you designate an Air Force employee as your representative and that individual agrees to assist you, he or she will be allowed reasonable amount of official time for that purpose if otherwise in an active duty status.  If you elect to be represented, you must submit a written designation of representation to Mr. Bigg prior to submitting your reply.  No materials will be released to any individual other than yourself unless a written designation is submitted.  You also have the right not to be represented if you prefer. 


e.  You are allowed a reasonable amount of official time, up to 8 hours, for the purposes referred to in paragraphs a through d above, if requested, and you are otherwise in an activity duty status during the time provided for preparation of your reply.  Consideration will be given to extending the amount of official time.  However, such a request must be submitted in writing to me, and must state your reasons for desiring more time, and specify the amount of additional time required.  You must discuss, with me, in advance, arrangements to use official time for these purposes.  


f.  You were offered the opportunity to request reasonable accommodation to any disabling medical condition which may be affecting your ability to perform the essential functions of your position in my 10 May 200x memorandum establishing a 90-day performance improvement period.  You have submitted no medical documentation.  However, you may submit medical documentation at this time.  For your convenience, I have attached copies of the Employee’s statement of Disability and the Physician’s statement (Atch 3).  Any medical documentation that you submit will be considered as part of your response.  To ensure the fullest possible consideration, you should submit any relevant medical documentation as soon as possible. 

9.  If you are removed based on unacceptable performance, you may be eligible for discontinued service retirement.  Additionally, although you have not made me aware of any disabling condition that is affecting your ability to perform in a satisfactory manner, if you, or your physician, believe you suffer from a medical condition that will incapacitate you from duty of your position for a period of one year or more, you may be eligible for disability retirement benefits.  If you wish to discuss your potential benefits, obtain a retirement application, or obtain any other information, you may contact Ms. Benefits, at  xxx-xxx-xxxx.  Ms. Benefits will provide you assistance.  However, you should be aware that the Air Force h as no authority to approve or disapprove an application for retirement benefits.  That authority is vested in the Office of Personnel Management. 

10.  No decision to remove you has or will be made until after the time allowed for your reply has expired.  Any reply you make will be given full and careful consideration before a final decision is made.  Whether or not you reply, you will receive a written notice of final decision.  During this advance notice period, you will remain in a paid duty status in your current grade and salary at Big Blue AFB Audit Office, if you report for duty and are ready, willing and able to work.  Any leave must be requested in accordance with established procedures for requesting and obtaining leave.  

11.  If you wish to read the regulations pertaining to this proposed action, review supporting material, or require other information, you may contact Ms. Relations at the telephone number provided above. 







JOE MANAGER 

Receipt acknowledged, signature does not indicate agreement or disagreement.





___________________________________________ 

