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DEFENSE NUCLEAR FACILITIES
SAFETY BOARD
Washington, DC 20004-2901

February 19, 2019

Mr. John Greenewald, Jr.

The Black Vault

27305 West Live Oak Road
Suite 1203

Castaic, California 91384-4520

Re: Freedom of Information Act Request: Tracking Number DNFSB FY 18-06

Dear Mr. Greenewald:;

This letter responds to the Freedom of Information Act (FOIA) request (tracking number
DNFSB FY 18-06) you submitted to the Defense Nuclear Facilities Safety Board (Board) asking
for a copy of “the intranet (employees only internal website for your agency home page, along
with a copy of each page connected to the home page via one click, i.e., one level down).”

We located 202 records that are responsive to your request. Two of them originated with the
Nuclear Regulatory Commission (NRC) and one with the Department of Energy (DOE).
Accordingly, we referred the records to the NRC and DOE and asked those agencies to
respond directly to you. You do not need to contact either agency, but if you wish to do so,
they can be reached as follows:

DOE Headquarters ‘ U.S. Nuclear Regulatory Commission
FOIA Requester Service Center FOIA Officer

1000 Independence Avenue, SW Mailstop: O-4 A15

Washington, DC 20585 Washington, DC 20555-0001

Phone: 202-586-5955 Email: FOIA.resource@nre.gov

Fax: 202-586-0575

We also asked for DOE’s position on the release of eleven of the records that contain
information in which it has a cognizable interest. Based upon DOE’s responses to our inquiry,
we have included one of those documents in the group of 170 records being released in full and
the remaining ten among the twenty-six records that we are releasing in part. Copies of the 196
records we are releasing in whole or in part are stored on the compact disc enclosed with this
letter. The grounds for the redactions in the twenty-six records released in part and for our
decision to withhold the remaining three records are described below.

The redactions in the twenty-six records we are releasing in part are based on the authority of
FOIA Exemption 6, which applies to “personnel and medical files and similar files the disclosure
of which would constitute a clearly unwarranted invasion of personal privacy.” 5 U.S.C. §
552(b)(6). The phrase “similar files” covers any agency records containing information about a
particular individual that can be identified as applying to that individual. See, United States
Dep’t of State v. Washington Post Co., 456 U.S. 595, 602 (1982); See also, Wilson v. United
States Air Force, 2009 WL 4782120, at *4 (finding that government e-mail addresses were
properly redacted under Exemption 6) and Long v. Office of Personnel Management, 2012 WL
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3831784 (2d Cir. Sept 5, 2012) (upholding OPM’s decision to withhold telephone numbers
under Exemption 6). To determine whether releasing records containing information about a
particular individual would constitute a clearly unwarranted invasion of personal privacy, we are
required to balance the individual privacy interests that would be affected by disclosure against
any public interest in the information. See United States Dep 't of Justice v. Reporters Comm. for
Freedom of Press, 489 U.S. 749, 773-75 (1989). The information we are withholding under
Exemption 6 consists of personnel information concerning identifiable DNFSB employees. We
have determined that those persons have a substantial privacy interest in shielding this
information from public release. Conversely, we have not identified a countervailing public
interest in releasing the information insofar as we have determined that its disclosure would shed
little or no light on the performance of the Board’s statutory duties. Accordingly, because the
harm to personal privacy is greater than whatever public interest may be served by disclosure, we
find the redactions warranted under FOIA Exemption 6.

We are withholding three documents in full on the basis of two FOIA exemptions: Exemption
6 for the reasons stated above, and Exemption 5, 5 U.S.C. § 552(b)(5), because the
information we are withholding comprises pre-decisional, intra-agency deliberative
communications and/or attorney-client communications.

FOIA Exemption 5 allows an agency to withhold "inter-agency or intra-agency
memorandums or letters which would not be available by law to a party... in litigation with the
agency. See Nat'l Labor Relations Bd. v. Sears Roebuck & Co., 421 U.S. 132, 149 (1975).
Exemption 5, therefore, incorporates the privileges that protect materials from discovery in
litigation, such as those protecting attorney-client communications and the deliberative
process and attorney-client communications.

The attorney-client privilege protects “confidential communications between an attorney and
his or her client that relate to a legal matter for which the client has sought professional
advice,” and is not limited to the context of litigation. Mead Data Cent, Inc. v. United States
Dep’t of the Air Force, 566 F.2d 242, 252-53 (D.C. Cir. 1977). The privilege applies to
confidential facts supplied by a client to his/her attorney, the legal advice or opinions based on
those facts that are provided by that attorney to his/her client, and communications between
attorneys that reflect confidential client-supplied information. See Elec. Privacy Info. Ctr. v.
United States Dep’t of Homeland Sec., 384 F. Supp. 2d 100, 114-15 (D.D.C. 2005). The
information we have withheld under this aspect of Exemption 5 consists of confidential
communications between the Board’s attorneys and their Board clients related to matters for
which the client sought professional legal assistance and services. The Board employees who
communicated with the attorneys regarding this information were clients of the attorneys at
the time the information was generated, and the attorneys were acting in their capacities as
lawyers at the time they communicated the legal advice. The Board has held this information
confidential and has not waived the attorney-client privilege.

To qualify for protection under the deliberative process privilege, a document must be both
"pre-decisional” and "deliberative." Mapother v. Department of Justice, 3 F.3d 1533, 1537
(D.C. Cir. 1993). The term "pre- decisional" refers to communications that are "antecedent to
the adoption of an agency policy." Jordan v. Department of Justice, 591 F.2d 753, 774 (D.C.
Cir. 1978). A communication is "deliberative" when it plays a "direct part of the deliberative
process in that it makes recommendations or expresses opinions on legal or policy matters."
Vaughn v. Rosen, 523 F.2d 1136, 1144 (D.C. Cir. 1975). The information we have redacted
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under this part of Exemption 5 reflects internal staff deliberations and, therefore, satisfies those
criteria.

You have the right to file an administrative appeal within ninety (90) days of your receipt of
this letter. Your appeal must be in writing, be clearly marked with the words, “Freedom of
Information Act Appeal,” and be addressed as follows:

General Counsel

Defense Nuclear Facilities Safety Board
625 Indiana Avenue, N.W., Suite 700
Washington, DC 20004

By filing an appeal, you preserve your rights under FOIA and provide the Board an opportunity
to review and reconsider both your request and its decision.

If you would like to attempt to resolve your dispute without going through the appeals process,
you may contact Paul Wilson, our FOIA Public Liaison, at any time before filing an appeal. He
can be reached by telephone at 202-694-7000 (toll free at 800-788-4016) and by e-mail at
FOIA@dnfsb.gov.

If those discussions do not resolve the matter, the Office of Government Information Services
(OGIS), the Federal FOIA Ombudsman’s office, offers mediation services to help resolve
disputes between FOIA requesters and Federal agencies. It can be contacted as follows:

Office of Government Information Services
National Archives and Records Administration
8601 Adelphi Road — OGIS

College Park, MD 20740-6001

202-741-5770 (toll free: 877-684-6448)
ogis@nara.gov

https://www.archives.gov/ogis

There are no fees associated with this request.

If you have any questions about this response, feel free to address them to Paul Wilson, as noted
above. Please be certain to include your request’s sequential tracking number, FY 18-06, in
those or any other future communication with this office regarding your request.

Sincerely,

Glenn Sklar
Chief FOIA Office

Enclosure
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Related Pages

Shackelford Remembrance

Andy"s Retirement Celebra ion
Photos

Mr. Hamilton's Swearing-In
Ceremony

Ms Connery's Swearing-in
Ceremony

Black History Month 2015
Photos

Public Business Meeting Oct
30, 2014 Photos

Public Hearing Oct 7, 2014
photos

Public Hearing Aug 2014
photos

Public Hearing May 2012
Photos

Summer Shindig 2014
Dan Ogg Farewell

Dr Mansfields Re irement Party
Picnic Softball Game 2012
Picnic 2011

Picnic Softball Game 2011
Picnic Softball Game 2010
Holiday Gala 2010

Picnic 2009

Staff Photo 2009

Holiday Gala 2009

CFC Kickoff 2009

20th Anniversary
Independence Day 2009

CFC Awards 2008

2/16/2017 3:13 PM



20th Anniversary

Websites

Department of Energy

» Department of Energy Home (energy.gov)
» Na ional Nuclear Security Administration
* DepRep to DNFSB

» Directives

¢ DOE Technical Standards Program

* DOE National Phone Directory

» Facility Representa ive Locator

* DRPS System (secure)

Human Resources

» BPD Customer Access Page

» NFC Emplovee Personal Page

» Thrift Savings Plan

» FSAFEDS (Health/Dependent Care)
 BENEFEDS (Vision/Dental)

¢ Long Term Care Insurance
+ CHECKBOOK Tool

* FOH "WorkLife For You™
+ USA JOBS
* HR Points of Contact

Commuter Information

= WMATA Metro

* WVRFE Trains

= MARC Trains

» Threat Advisory Status

» OPM Govemment Status

« Traffic Condi ions
» Traffic Cameras
* Weather Forecast for DC

CFC Kick-Off October 2008
Constitution Day 2008

Annual Awards Ceremony
2008

Shemy's Baby Shower
Nats vs. Reds 2008
Jay Deloach's Farewell

Kent Fortenberry's Farewell
2008

Black History Month 2008

Combined Federal Campaign
Awards 2007

Barbara Rouse’s Retirement

Dr. Winokur’s Re irement
Celebration

Travel Sites

» DOE Sites Travel Information

= FedRooms

» G5SA Contract City-Pairs Fare Finder

e G3A Contract City-Pairs Fact Sheefs

» GSA Domes ic Per-Diem Rate Finder

s GSA Fed Travel

» MapQuest

= Pnvately Owned Vehicle (POV) Mileage
Reimbursement Rates

o Travel Card Training (GSA)
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Accessing WebTA

WebTA is a web-based T&A system developed to interface with the Agency’s payroll/personnel service provider, the
National Finance Center (NFC). This system allows employees to input their own biweekly time and leave data and
provides them with the ability to submit electronic leave requests and validate their T&As online. Managers certify the T&As
online and may also approve leave requests. The approved T&As are then transmitted to the NCF for salary processing.

How do | access webTA?

WebTA is accessed via the World Wide Web using Internet Explorer, version 4.0 or higher or any other browser. The URL
is: hitps://wtausda.nfc.usda.gov/usda/. The URL must be all lowercase, must include an “s” after the http, and must include
a trailing slash (/) at the end.

When can | access webTA?
WebTA is available 24 hours a day, 7 days week. The only exception is if the system is taken down for general maintenance
or system upgrades. The Master-Timekeeper will notify staff when the system is unavailable.

Do | have to be using a Board computer to access webTA?
No, you may access webTA from anywhere as long as you use the correct URL.

Websites

Related Pages

Telework Homepage
Telework Documents

Helpful Telework Links

Accessing WebTA




Department of Energy Commuter Information Travel Sites

» Department of Energy Home (energy.gov) o WMATA Metro DOE Sites Travel Information

« National Nuclear Security Administration e VRE Trains FedRooms

e DepRep to DNFSB e MARC Trains GSA Contract City-Pairs Fare Finder

e Directives e Threat Advisory Status GSA Contract City-Pairs Fact Sheets

e DOE Technical Standards Program o OPM Government Status GSA Domestic Per-Diem Rate Finder

« DOE National Phone Directory « Traffic Conditions GSA Fed Travel

» Facility Representative Locator o Traffic Cameras o MapQuest

* ORPS System (secure) * Weather Forecast for DC = Privately Owned Vehicle (POV) Mileage
Reimbursement Rates

e Travel Card Training (GSA)

Human Resources

e BPD Customer Access Page
e NFC Employee Personal Page

e Thrift Savings Plan
s FSAFEDS (Health/Dependent Care)

« BENEFEDS (Vision/Dental)
e Long Term Care Insurance
* CHECKBOOK Tool
s FOH "WorkLife For You"
USA JOBS
HR Points of Contact

Documents Directives Technical Legal Administration Employee Info Training Travel




ACCOUNTING CODE LABELS TO BE USED IN CONCUR - FY2018

Accounting Codes are entered into Concur based on the Reason noted on the Advance Travel Notification
and the Purpose options available in Concur (Mission Operational, Training, Conference Other Than Training).

The codes are embedded in the accounting lines entered into the document, in the following format:
2018-2019-925-11-WK00-TWK91200%-D01°-WK000-OTDMISS’-N/A-N/A-N/A-N/A-N/A.

a) The TWK portion varies with each department. Please use the appropriate code for the employee:
BRD=TWK1100 OTD=TWK1200 OGM=TWK1300 OGC=TWK1400

b) The SOC Code varies with the Reason for the trip. See the table below.

¢) The Purpose Code varies by department and purpose. Replace OTD with the appropriate
code for the traveler (ex. BRD, OGM, OGC). Training codes are specific to department.

TRAVEL AUTHORIZATIONS/VOUCHERS
(See below for Local Travel/Miscellaneous VVouchers)

Reason For Trip Purpose (enter on General Accounting Code TWK socC Purpose
(from Advance Travel Notification) tab, under both Document Label in Concur Codes Codes | (replace bold
Information and Trip (vary by | (vary by | OTD with BRD,
Information) Employee) | Reason) | OGM, OGC)
Site Visits Mission Operational Mission see above| D01 |OTDMISS
Training Travel Training Training Travel see above|] D02 |OTDTRNG
Review/Workshop (no training Conterence Other Than
included) Training Conf see above|] D03 |OTDCONF
Conterence Other Than
Site Rep Visit to Headquarters Training Site Reps to HQ see above|] D03 |OTDCONF
Public Meetings and Hearings Mission Operational Mission see above] D01 JOTDMISS
Recruiting Mission Operational Recruiting see above| D04 |OTDRECRU
PDP Travel to Schools or HQ Tramning PDP Travel see above] D02 JOTDTRNG
Invitational Travel Mission Operational Invitational see above| D20 |OTDINVIT

LOCAL TRAVEL/MISCELLANEOUS VOUCHERS

Local travel (such as taxi, or private Local Travel see above|] D04 |OTDOTHR

vehicle mileage); includes local travel to training

Professional Liability Insurance Prof Liability Insur see above| BO04 |OTDINSUR

Purpose codes for Supplies and Subsidy are the same for all employees.

Supplies, inc. Work boots Supplies 1300 L0l |SUPPLIES

Bike or Transit Subsidy Subsidy 1300 B60 |SUBSIDY

Purpose codes for Training Books vary by department.

Training Books Board Training 1100 H41 |BRDTRNG

and Materials (not local travel) OTD Training 1200 H46 JOTDTRNG
PDP Training 1200 J45 |PDPTRNG
OGM Training 1300 J46  |OGMTRNG
OGC Training 1400 J46  |OGCTRNG

\\dnfsb.gov\ns\vol1\Home\Accounting\Travel\E-Trave\CONCUR\Concur Admin Instructions\Accounting Codes to be Used in

CArnciir viev



When law enforcement arrives:

® Remain calm and follow instructions

® Drop items in your hands (e.g., bags, jackets)

® Raise hands and spread fingers

® Keep hands visible at all times

@ Avoid quick movements toward officers, such as
holding on to them for safety

@ Avoid pointing, screaming or yelling

® Do not ask questions when evacuating

Information to provide to 911 operations:
® Location of the active shooter

® Number of shooters

® Physical description of shooters

® Number and type of weapons shooter has

® Number of potential victims at location

For questions or additional assistance contact:
Your local law enforcement authorities or FBI Field office :

ARTA,,

S,
2
U‘
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ok Ur

L
T

Department of Homeland Security
3801 Nebraska Ave, NW
Washington, DC 20528

ACTIVE
SHOOTER EVENT

QUICK REFERENCE GUIDE

An “active shooter” is an individual who is
engaged in killing or attempting to kill
people in a confined and populated area; in
most cases, active shooters use firearms(s)
and there is no pattern or method to their
selection of victims.

O Victims are selected at random
o Event is unpredictable and evolves quickly
o Knowing what to do can save lives



ACTIVE SHOOTER EVENTS

When an Active Shooter is in your vicinity,
you must be prepared both mentally and
physically to deal with the situation,

You have three options:

® Have an escape route and plan in mind
® Leave your belongings behind

® Evacuate regardless of whether others
agree to follow

® Help others escape, if possible
® Do not attempt to move the wounded

® Prevent others from entering an area
where the active shooter may be

® Keep your hands visible

@ Call 911 when you are safe

® Hide in an area out of the shooter’s view
® | ock door or block entry to your hiding place

® Silence your cell phone (including vibrate
mode) and remain quiet

® Fight as a last resort and only when your
life is in imminent danger

® Attempt to incapacitate the shooter

® Act with as much physical aggression as
possible

® Improvise weapons or throw items at the
active shooter

® Commit to your actions . . . your life
depends on it

The first officers to arrive on scene will not
stop to help the injured. Expect rescue
teams to follow initial officers. These rescue
teams will treat and remove injured.

Once you have reached a safe location, you
will likely be held in that area by law
enforcement until the situation is under
control, and all witnesses have been
identified and questioned. Do not leave the
area until law enforcement authorities have
instructed you to do so.
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OGM Monthly Reports Related Pages
Click here to access OGM Monthly Reports in Sharepoint

Administration Homepage

Emergency Preparedness

General Information For Employees
Information Technology

» OGM Leave Calendar (Sharepoint)

» | eave Form SE-71 (PDF)

+ Comp Time for Travel Process (PDF)
» Classified Inventory Report (Excel)

Directives and Policy &
Guidance Memos

OGM Monthly Reports

e - FOIA
Mission Statement
Insider Threat

"TO MANAGE AND PERFORM ESSENTIAL SERVICES THAT PROMOTE ACCOMPLISHMENT OF THE
BOARD’S MISSION AND RESPONSIBILITIES" Equal Employment Opportunity
10/30/2006

Records Management
Commitment to Our Customers Work Plan

Every customer of the General Manager’s Office, both internal and
external, can expect:

1. Courtesy

2. Responsiveness

3. Quality Products and Services
4_To Be Kept Informed

5. To Be Heard

6. Follow-up

7. Flexibility

We will strive to exceed our customer's expectations.
September 15, 2000

Websites

Department of Energy Commuter Information Travel Sites

» Department of Energy Home (energy.gov) » WMATA Metro » DOE Sites Travel Information

» National Nuclear Security Administration » VRE Trains s FedRooms

« DepRep to DNFSB » MARC Trains » GSA Contract City-Pairs Fare Finder
» Direc ives » Threat Advisory Status » GSA Contfract City-Pairs Fact Sheets




+ ORPS System (secure) » Weather Forecast for DC s Privately Owned Vehicle (POV) Mileage
Reimbursement Rates

» Travel Card Training (GSA)

Human Resources

» BPD Customer Access Page

» NFC Emplovee Personal Page

» Thrift Savings Plan

* FSAFEDS (Health/Dependent Care)
» BENEFEDS (Vision/Dental)

» | ong Term Care Insurance
+ CHECKBOOK Tool

+ FOH "WorkLife For You"
« USA JOBS
» HR Points of Contact

Documents Directives Technical Legal Administration Employee Info Training Travel
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AgLearn Training System

Related Pages
Below, you will find tutorials that will help you navigate the AglLearn training system. If there are addifional help guides hat
you would like to see added regarding the training system, contact Jasmine Ahsaf, x 7069. oo
Training Homepage

Tite E Updated Download Graduate Studies

HOW TO SETUP YOUR AGLEARN ACCOUNT
Short Courses

HOW TO CHANGE YOUR SUPERVISOR PPTX L 2 L2015 pogp Training Web Site

Leadership Training
[HOW TO SUBMIT A TRAINING REQUEST

AglLeam Training System

Tech Training

Websites

Department of Energy Commuter Information Travel Sites

» Department of Energy Home (energy.gov) = WMATA Metro « DOE Sites Travel Information

* Na ional Nuclear Security Administration * VRE Trains * FedRooms
» DepRep to DNFSB = MARC Trains » GSA Contract City-Pairs Fare Finder

o Direclives » Threat Advisory Status » GSA Contract City-Pairs Fact Sheets

» DOE Technical Standards Program * OPM Govemment Status * GSA Domes ic Per-Diem Rate Finder

+ DOE National Phone Directory s Traffic Condi ions » GSA Fed Travel

« Facility Representa ive Locator » Traffic Cameras « MapQuest

« ORPS System (secure) = Weather Forecast for DC « Privately Owned Vehicle (POV) Mileage
Reimbursement Rates

* Travel Card Training (GSA)

Human Resources

» BPD Customer Access Page

* NFC Emplovee Personal Page

# Thrift Savings Plan

* FSAFEDS (Health/Dependent Care)
« BENEFEDS (Vision/Dental)

» Long Term Care Insurance

+ CHECKBOOK Tool

* FOH "WorkLife For You"
« USA JOBS
* HR Points of Contact
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learn

(https://aglearn.usda.gov
/learning
/user/ssolLogin.do)

Welcome to AglLearn!

Cultivating Knowledge and Community.

Get Started Updated 02/20/2018
FY2018 USDA Information Security Awareness (ISA) Assessment is Now Available
Attention all USDA Employees, Contractors, Partners, Interns, Fellows, Affiliates, and Volunteers:

The FY 2018 Mandatory ISA course, pre-test, and assessment is available through AgLearn as of October 2, 2017. The ISA was added
to your to-do-list in AgLearn and is a mandatory course required by the Federal Information Security Modernization Act of 2014 and
the Office of Management and Budget. The annual ISA requirement trains all users within the USDA networks and systems to protect
confidentiality, integrity, and availability of government information.

Equal Employment Opportunity and Preventing Discrimination in the Federal Workplace &

As a manager, it is essential to use recruitment strategies that attract the right candidates. But just as important is the avoidance of
discrimination, both intentional and unintentional. In this course, you will learn about the Equal Employment Opportunity laws that
guide your agencys recruiting efforts and how to help ensure your hiring practices are fair and lawful.

Sneak Peek of Next Gen AglLearn

View these You Tube videos highlighting commonly used features in the Next Gen AgLearn:

¢ Using Ask AgLearn Now (https://youtu.be/LIBFYrbyS_s)
¢ Finding Learning (https://youtu.be/a5/HbRelzPY)
* Viewing Your Learning (https://youtu.be/QLb884iTLtQ)

Skillsoft Now Available on Your Mobile Devices (http:/usda.custhelp.com/app/answers
/detail/a_id/1712/kw/quick?utm_campiagn=SPSkillsoftApp&utm_source=NewResources&
utm_medium=InstrutionsLink)

Access all your Skillsoft books and videos on your mobile devices by downloading the Skillsoft Learning App and logging in with your
eAuthentication account information. Skillsoft Books, formerly known as Books24x7 provides tens of thousands of videos, courses,
books, audio books, and summaries.

Download the Skillsoft Learning App from Google Play (https:/play.google.com/store/apps/details?id=com.skillsoft.learn.android&
utm_source=global_co&utm_medium=prtnr&utm_content=Mar2515&utm_campaign=PartBadge&pcampaignid=MKT-Other-global-
all-co-prtnr-py-PartBadge-Mar2515-1) for Android devices or the AppStore (https://itunes.apple.com/us/app/skillsoft-learning-
app/id956302180?mt=8) for Apple Devices.

Once downloaded follow these instructions (http://usda.custhelp.com/app/answers/detail/a_id/1712
/kw/quick?utm_campiagn=SPSkillsoftApp&utm_source=NewResources&utm_medium=InstrutionsLink) to access Skillsoft Books.

Home

Resources

Follow Us on Twitter (https://mobile.twitter com/AglLearnToday)
AMEM@MMMMW { s thtip//ed - — etail/2 i/ 1705
Help (http://usda.custhelp.com/)
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What are you looking for today? Q
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(" DC.gov (@ hsema.dc.gov

Mayor Muriel Bowser

Homeland Security and Emergency Management Agency

Home Who We Are ¥ What We Do ¥ District Preparedness System ¥ Media ¥ Services ¥ ReadyDC

Homeland Security and % Listen O sware D¥E.

Emergency Management
Agency

AlertDC - Alerts Straight To Your Devices
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7}.

DISTRICT
OF COLUMBIA

Office Hours
Monday to Friday, 8:30 a.m. to 5:00
p.m.

Connect With Us

2720 Martin Luther King Jr Avenue

SE, Washington, DC 20032

Phone: (202) 727-6161

Fax: (202) 715-7288

TTY: (202) 730-0488 AlertDC is the official District of Columbia communications system that sends emergency alerts,
notifications, and updates to your devices. This system enables the District to provide you with critical
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Ask the Director

Chris Rodriguez
Director

2 0of4

information in situations such as traffic conditions, government closures, public safety incidents and
severe weather. Get the alerts you want — directly from the District of Columbia’s public safety officials
and emergency manager. When an incident or emergency occurs, District officials can quickly notify
you using this emergency alert and warning system. AlertDC is your personal connection to real-time
updates and instructions to protect yourself, your loved ones, and your community. View Current
Alerts.

To get started today, click on the AlertDC “Sign Up For Alerts” button below. If you already have an
account click the “Update Your Profile” button below.

Update your profile

HERE! p

What Type Of Alerts Can | Sign Up For?

AlertDC is customizable and allows residents to pick and choose what kind of notifications they want
to receive. You can elect to receive alerts about traffic incidents, police events impacting public safety,
widespread power and water utility outages, city government delays and closings, and more. Residents
can sign up for alerts based on alert type and location.

What Type Of Devices Can | Receive My Alerts On?

The following devices can be included to receive alerts from AlertDC:
® Text Messaging/SMS
® E-mail
® Cell Phone

e Landlines
e App (available download through your device’s app store)

How Do | Sign Up?



Signing Up for AlertDC is easy! Simply create a user name and password, add contact information then
select any additional community updates to receive,

To get started today, click on the AlertDC “Sign Up For Alerts” button below.

gn Up For Alerts

HERE! p

If you already have an account click the "Update Your Profile” button below to register for the AlertDC
system.

Update your profile

HERE! )

Trouble Signing Up or Updating?

If you have an ALERT DC account but are having trouble signing in or updating your
profile, please click here to enter your username and email address to have your
password sent to you.

OR

Check the FAQs

Contact Support

3o0f4
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District News

Mayor's Public Schedule
Citywide News
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Alternative Dispute Resolution

What is Mediation?

Mediation is an informal process in which a neutral third party - the mediator - assists the parties in reaching a voluntary,
negotiated resolution of the complaint. Mediation is different from other forms of dispute resolution in that the parties
participate voluntarily, and the mediator has no authority to make a decision. The decision-making power rests in the hands
of the parties. By participating in mediation, the parties do not forego their rights to formal proceedings should mediation not
meet their needs.

Back to top

How Does Mediation Work?

Mediation gives the parties the opportunity to discuss the issues raised in the complaint in a confiden ial set ing, clear up
misunderstandings, find areas of agreement and, ultimately, to incorporate those areas of agreement into a final resolution
of the complaint. The mediator focuses the attention of the parties upon their needs and interests rather than on their stated
positions.

Participa ion in the DNFSB Mediation Program is veluntary. The DNFSB ADR Specialist contacts the par ies involved in a
conflict to invite them to participate in the mediation program. If both parties agree, the ADR Specialist schedules a
Mediation Session. Mediators who have extensive mediation training and expernence conduct a mediation session at a
mutually convenient fime and location. To ensure complete neutrality, mediators may be drawn from outside the agency. if
mediation results in resolution, the agreement is put into writing and becomes binding on both parties.

Back fo fop

Advantages of Mediation
Many parties prefer mediation as a dispute resolution process because it is:

» INFORMAL The process is informal and flexible; attomeys are not necessary. There are no formal rules of evidence
and no witnesses.

+ CONFIDENTIAL. Media ion is a confidential process. Neither the parties nor the mediators will disclose information
revealed during the mediation. The sessions are not tape-recorded or transcribed. At the conclusion of the mediation,
mediators and parfies destroy any notes they took during the mediation session.

s QUICK AND INEXPENSIVE. When parties want to get on with their business and their lives, mediation may be
desirable as a means of producing rapid results. The majority of media ions are completed in one or two sessions.
Moreover, mediation generally produces or promotes:

o GREATER DEGREE OF PARTY CONTROL. Par ies who negotiate heir own settlements have more control over
the outcome of their dispute and can ensure that setiements meet their specific needs. Parties have an equal say in
the process. There is no determination of fault, but ra her, the parties reach a mutually agreeable resolution to their
conflict

o PRESERVATION OF RELATIONSHIPS. Many disputes occur in he context of ongoing work relationships.
Mediated set lements that address all parties interests often preserve working relationships in ways hat would not
be possible in an adversanal winflose decision-making procedure.

Related Pages

What You Should Know
Homepage

Analysis of the Adequate
Protection Standard

Board Authonty to Issue
Advice to the Secretary

Enabling Legislation and
Federal Regulations

Requests to Sign
Non-Disclosure Agreements

How Laws Affecting he Board
Are Made

Filing of Federal and State
Taxes

Touhy Regulations

Hatch Act

Alternative Dispute Resolution

Proprietary Information
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Alternative Dispute Resolution

o MUTUALLY SATISFACTORY RESULTS. Par ies are generally more sa isfied with and carry out solu ions that have
been mutually agreed upon, as opposed to solutions hat are imposed by a third party decision maker.

o COMPREHENSIVE AND CUSTOMIZED AGREEMENTS. Mediated agreements often help resolve procedural and
interpersonal issues that are not susceptible to legal determination. The parties can tailor heir setflement to their
particular situation and address the fine details of implementation.

o A FOUNDATION FOR FUTURE PROBLEM-SOLVING. After a mediation resclution, if a subsequent dispute occurs,
parties are more likely to utilize a coopera ive form of problem-solving to resolve their differences rather than pursue
an adversarial approach.

Back to top

Frequently Asked Questions

Q: Does mediation work?

A: While each case is unique, general statistics from a wide range of forums indicate that mediafion resolves over 70% of
disputes.

Q: Does DNFSB require the parties to participate in mediation?
A: No. Par icipation is strictly voluntary. Additionally, the parties do not give up their nghts to formal means of reselution by
participating in mediation.

Q: What happens if one party declines DNFSB’s invitation to mediate, or decides to terminate mediation before
resolution of the complaint?
A: In either case, he complaint will proceed as it would have been had mediation not been offered to the parties.

Q: Who mediates DNFSB complaints?

A: DNFSB cases are conducted by mediators who are experienced and trained in media ion. DNFSB is part of a shared
neutrals program. All mediators are neutral unbiased professionals with no stake in the outcome of the mediation process.
DNFSB prefers to use mediators outside its agency.

Q: Who attends the mediation session?

A: The complainant and the conflicting party and/or a representative from the employing agency attend the mediation. While
it is not necessary to have an attomey or other representative attend the session, either party may choose to do so. Itis
essential, however, that he individuals attending the mediation session have the authority necessary to resolve the dispute.

Q: How long does the mediation process take?

A: The length of he media ion session depends upon the complexity of the case and willingness of the parties to resolve
the dispute. Most mediations are completed in eight hours or less. More complex cases may call for additional mediation
Sessions.

Q: What happens if the mediation does not result in resolution?
A: The parties risk no hing by participating in mediation. If resolu ion is not achieved, the complaint proceeds through formal
resolution channels as it would have been had the parties not tried mediation.

Q: Are all DNFSB complaints eligible for mediation?
A: No. The DNFSB ADR Specialist evaluates each complaint to determine whe her it is appropnate for mediation. The

factors considered include the nature of the case, the relationship of the parties, the willingness of the parties to resolve the
dispute informally, the complexity of the case, and the relief sought by the complainant.

Q: Can a complaint that is already in formal processes be mediated?
A: Mediation may be available as an option at any stage at the discretion of DNFSB.

Back to top

Contact Information

If you have any ques ions about this guidance, please contact Casey Q. Mcl aughlin,
Back to top

Certified DNFSB Mediators

Certified
o N/A

In-Training
» Casey Q. Mcl aughlin

Back fo fop

Useful Links
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Alternative Dispute Resolution

» OPM's ADR Page
« EFOC

» Altemative Dispute Resolu ion Act

Back to top

Websites

Department of Energy Commuter Information Travel Sites

+ Department of Energy Home (energy govl =« WMATA Metro » DOE Sites Travel Information

« Na ional Nuclear Security Administration ¢ VRE Trains « FedRooms
» DepRep to DNFSB * MARC Trains * GSA Contract City-Pairs Fare Finder
« Directives s Threat Advisory Status & GSA Contract City-Pairs Fact Sheets
. ”! ]E l'gﬁbni_ca] S_taudacds Emg[am L PEM !igﬂmmgnl sjaln; . jis& | Jomes i; E.EE' !jgm Ealg E.Ddﬁf
« DOE National Phone Directory » Traffic Condi ions » GSA Fed Travel
» Facilitv Representa ive Locator » Traffic Cameras & MapQuest
» ORPS System (secure) * Weather Forecast for DC + Privately Owned Vehicle (POV) Mileage
Beimbursement Rates
. I Gt T

Human Resources

* BPD Customer Access Page

» NFC Employee Personal Page

o Thrift Savings Plan

» FSAFEDS (Health/Dependent Care)
« BENEFEDS (Vision/Dental)

* Long Temm Care Insurance

+ CHECKBOOK Tool

o FOH "WorkLife For You™

» USA JOBS

# HR Points of Contact
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Joyce L. Connery, Chairman DEFENSE NUCLEAR FACILITIES
Jessie H. Roberson, Vice Chairman SAFETY BOARD

Sean Sullivan s s oy 20(
Dagiel J. Santos Washington, DC 20004-2901

Bruce Hamilton

DEFENSE NUCLEAR FACILITIES SAFETY BOARD

ANTI-HARASSMENT POLICY STATEMENT

The Defense Nuclear Facilities Safety Board (DNFSB) is committed to maintaining a workplace
free from all forms of harassment. All employees, contractors, and others performing official
work for the DNFSB must fully support this policy and refrain from engaging in any harassing
conduct.

Workplace harassment is defined as unwelcome and offensive treatment or conduct (e.g., verbal,
physical, psychological, or visual) that can reasonably be considered to adversely affect the work
environment or an employment decision affecting the employee based upon the employee’s
acceptance or rejection of such conduct. Harassment on the basis of race, color, religion, sex
(including gender identity, sexual orientation and pregnancy), national origin, age, disability,
genetic information, political affiliation, marital or parental status, or as reprisal for prior Equal
Employment Opportunity (EEO) activity is prohibited under Title VII of the Civil Rights Act of
1964 and other EEO laws, regulations, and executive orders. Harassing conduct includes, but is
not limited to, offensive jokes, slurs, epithets or name calling, physical assaults or threats,
intimidation, ridicule or mockery, insults or put-downs, offensive objects or pictures, and
interference with work performance.

Sexual harassment is any unwelcome sexual advance, request for sexual favors, and other verbal
or physical conduct of a sexual nature when submission to such conduct is an explicit or implicit
term or condition of an individual's employment, unreasonably interferes with an individual's
work performance, or creates an intimidating, hostile, or offensive work environment.

In concert with its program to ensure EEO in the employment of its workforce, the DNFSB has
procedures for addressing any instances of harassing conduct in Chapter 5 of Directive D-111.1,
Equal Employment Opportunity Program, dated October 5, 2007. All employees and contractors
of the DNFSB should review this directive to ensure familiarity with the DNFSB’s programs and
procedures. The DNFSB also promotes the use of the alternative dispute resolution (ADR)
process to resolve workplace disputes. The ADR process is used to resolve a wide range of
workplace disputes, including, but not limited to, EEO and grievance-related matters, in a
cooperative, cost-effective, and timely manner. All employees are strongly encouraged to
cooperate and engage in the ADR process, when appropriate. For additional information on the
ADR process, see D-111.1



When an employee chooses to report the alleged incident of harassment to his or her manager or
supervisor within his or her chain of command, and the alleged harasser’s chain of command, the
manager or supervisor who becomes aware of the allegation is required to address the allegation
in a prompt and impartial manner, ensure that the allegation is kept confidential to the greatest
extent possible, and take appropriate steps to prevent the involved employees and witnesses from
being subjected to retaliation. An allegation of harassment may be made orally or in writing and
should contain the name of the alleged harasser, the relevant facts, the date of the incident, and
the names of any witnesses.

Employees, managers, or supervisors found to have engaged in harassing conduct will be
subjected to appropriate disciplinary or adverse action, up to and including reprimand,
suspension, demotion or removal. This policy does not limit a supervisor’s or manager’s right to
manage effectively. Personnel actions taken by a supervisor or manager for valid and
supportable reasons do not constitute workplace harassment.

I am confident that, by exercising individual responsibility, we will be able to maintain a
professional and positive work environment for everyone. To this end, I ask that all employees
join me in implementing this policy, and helping to ensure that all employees and contractors
understand their rights under our policies and federal law.

ij/ovwm ‘ )ﬂ)ZDfé
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Black History Month 2008

The DNFSB's Annual Black History Month commemoration begins this Fnday Feb 1, 2008. Everyone is invited to participate
in the following events:

February 1, 2008 @ 11:30 am Jazz Documentary: A Great Day In Harlem (Brown Bag Lunch) *
February 8, 2008 @ 11:30 am National Museum of African Art (Museum Visit) **

February 19, 2008 @ 11:30 am Luncheon w/ Guest Speaker: Dr. Daryl M. Scott, Howard University *
February 29, 2008 @ 1:30 pm Modern Dance by Juz Dance & .Jazz Social with desserts *

*Will be held in Conference Room 352
** Will meet in the Lobby at 11:15 am
Photos
» February 1 - Screening of "A Great Day in Harlem”
A Great Day In Harlem
» February 8 - Visit to the Na ional Museum of African Art

Our group treks across the Mall. Nate performs docent duty We made it! Na ional Museum of African Art collection 1
National Museum of African Art collection 2 National Museum of African Art collection 3

» February 19 - Black History Lunch wi h Guest Speaker, Dr. Daryl Michael Scott

Nate Melvin, Mr. William Anderson, Dr. A.J. Eggenberger Sara Mortensen Dr. Daryl Michael Scott Brian Grosner, Dr. Daryl
Michael Scott

s February 29 - Modern DancelJazz Social
© Poetry Readings by Sonja Washington
= Alone by Maya Angelou
m Life is Fine by Langston Hughes

© Reading by Shelby Qualls
m Excerpt from Frederick Douglass Speech

Poetry Readings by Sonja Washington Reading by Shelby Qualls Juz Dance 1 Juz Dance 2 Juz Dance 3
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The Defense Nuclear Facilities Safety Board is an independent organization within the executive branch of the United States Government,

chartered with the responsibility of providing recommendations and advice to the President and the Secretary of Energy regarding public
health and safety issues at Department of Energy defense nuclear facilities.
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Savannah River Site +

Y-12 National Security Complex / Oak Ridge National Laboratory +
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Department letter in response to the Board letter dated January 4, 2018,

April 4 . -
2318 ’ regarding Conduct of Operations Safety Management Program at the Letter ﬂ PDF
Savannah River Site

March 30 : :

ety IWTU Safety Basis Review Letter w PDF
2018 S
March26,  \\pp pvs 90% Design Letter Letter B3 por
2018 —
March 15 SN
2018 | Deficiencies in DOE Standard 5506-2007 Letter &3 ror
;g?;ary 23, Letter to Energy Communities Alliance Letter PDF
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Website Tools

Contact Us

Defense Nuclear Facilities Safety Board
625 Indiana Ave NW Suite 700
Washington, DC 20004
(202) 694-7000
(800) 788-4016




The Defense Nuclear Facilities Safety Board is an independent organization within the executive branch of the United States Government,

chartered with the responsibility of providing recommendations and advice to the President and the Secretary of Energy regarding public
health and safety issues at Department of Energy defense nuclear facilities.
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BOMB THREAT

CALL PROCEDURES

Most bomb threats are received by phone. Bomb threats
are serious until proven otherwise. Act quickly, but
remain calm and obtain information with the checklist on
the reverse of this card.

If a bomb threat is received by phone:

1. Remain calm. Keep the caller on the line for as long as
possible. DO NOT HANG UP, even if the caller does.

2. Listen carefully. Be polite and show interest.

Try to keep the caller talking to learn more information.

4. If possible, write a note to a colleague to call the
authorities or, as soon as the caller hangs up,
immediately notify them yourself.

5. [If your phone has a display, copy the number and/or
letters on the window display.

6. Complete the Bomb Threat Checklist (reverse side)
immediately. Write down as much detail as you can
remember. Try to get exact words.

7. Immediately upon termination of the call, do not hang
up, but from a different phone, contact FPS
immediately with information and await instructions.

If a bomb threat is received by handwritten note:

e Call
e Handle note as minimally as possible.

0

If a bomb threat is received by email:

o Cal
e Do not delete the message.

Signs of a suspicious package:

e No return address ¢ Poorly handwritten
e Excessive postage o Misspelled words
e Stains e Incorrect titles

e Strange odor e Foreign postage

e Strange sounds e Restrictive notes

e Unexpected delivery

DO NOT:

e Use two-way radios or cellular phone; radio signals
have the potential to detonate a bomb.

e Evacuate the building until police arrive and evaluate
the threat.

e Activate the fire alarm.
e Touch or move a suspicious package.

WHO TO CONTACT (select one)

Follow your local guidelines

Federal Protective Service (FPS) Police
1-877-4-FPS-411 (1-877-437-7411)

911

BOMB THREAT CHECKLIST

Date: Time:
Time Caller Phone Number Where
Hung Up: Call Received:

Ask Caller:

o Where is the bomb located?
(Building, Floor, Room, etc.)

e When will it go off?

e ‘What does it look like?

s What kind of bomb is it?

* What will make it explode?

e Did you place the bomb?

Yes No

e Why?

s What is your name?

Exact Words of Threat:

Information About Caller:

Where is the caller located? (Background and level of noise)

Estimated age:

Is voice familiar? If so, who does it sound like?

s Other points:

Caller’s Voice Background Sounds: Threat Language:
U Accent U Animal Noises U  Incoherent
0 Angry U House Noises U Message read
O Calm O Kitchen Noises O Taped

O Clearing throat [ Street Noises O Irrational

0 Coughing U Booth U Profane

U Cracking voice [ PA system 0 Well-spoken
U Crying U Conversation

O Deep O Music

O Deep breathing O Motor

U Disguised U Clear

U Distinct U Static

O Excited  Office machinery

O Female O Factory machinery

O Laughter O Local

0 Lisp U Long distance

U Loud

O Male Other Information:

O Nasal

O Normal

0 Ragged

U Rapid

U Raspy

O Slow

O Slurred

O Soft

U Stutter




CA Certification
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Users MUST check all three boxes (as shown in the picture) for Firefox to trust he certificate. :
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CFC Page 2015

e

-

iments v Directives » Technical »

Welcome to the home page for the Board's 2015 Gombined Federal Campaign (CFG). The theme for this year's campaign Related Pages
is "We Make It Possible” and honors he millions of federal employees who are genuine philanthropists, donating more than

$7 billion through CFC to support their communities over the last 50 years.
Home Page

The process for donating is the same as last year, and Board employees will once again use the CFC Nexus website fo

make online pledges. Information on how to make donations can be found below. Phone List

We plan on having many CFC events this year, starting with the “Costumes for Caring™ event on October 30 h — keep your Calendars

eyes open for details about this event and others in the coming months!
Internet Links

| also want to welcome Carmie Nelson, who is serving as the Board's CFC Keyworker this year — she will be helping raise

awareness of the benefits of giving to CFC and can answer questions you have if you're new to CFCI Speeibets

Even if it's only a few dollars a month or a one-time donation, please consider donating to the CFC this yearll Below you will sk i ook

find answers to the most common guestions about he CFC and how you can donate to your favorite chan ies. If you have

questions you don’t see answered here, just shoot Came or myself an e-mail with your question!! Site Map

Thanks, CFC Page 2015
Jeremy Bingham
2015 CFC Campaign Manager CA Cer ification

Detailed instructions for how to register & make on-line pledges are found here: Report Fraud, Waste, and
How to Give Online Abuse

DOE Sites

Il youn whu ane md
th

We make "
it possib|e.

DNFSB CFC - Donations
What payment methods can | use to donate to the CFC?

I know | can make donations on-line, but can | still use a paper pledge form?

How do | donate on-line?

DNFSE Combined Federal Campaign - Gen
What is the CFC?
How important is the CFC to charities?

How long do | have to make donations to the 2015 CFC?

2/16/2017 3:21 PM
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COMP TIME FOR TRAVEL PROCESS

Traveler completes

and submits the Advance
Notification of Travel
indicating that Comp
Time for Travel will be
Requested

Traveler/Secretary
both receive ltinerary

from the Travel Office

Traveler completes
the Comp Time for
Travel Worksheet and
forwards to Secretary

Secretary prepares
Travel Authorization
for Supervisor's
approval and enters
requested hours in
"Remarks" section

I

|

Traveler submits completed
Overtime Request/Approval
Form with "Actual” hours to
Secretary “immediately” upon
return [Traveler receives Overtime
Request/Approval Form along

with tickets]

Timekeeper obtains Supervisory
approval of "Actual” hours on Overtime
Request/Approval Form, then records
Comp Time for Travel hours on employee
Individual Leave Record (ILR) and into
WebTA:

a. before end of current PP, or
b. as a correction Timecard after PP
ends, as necessary

;

Traveler/Secretary

Travel Voucher must be

completed and submitted for

payment within 5 working
days after traveler returns

3/10/2005

Timekeeper forwards time &
attendance documentation
(including original Overtime
Request/Approval Form) to
Master Timekeeper for the official
files. Timekeeper may also retain
a copy for future reference

Secretary prepares the employee travel folder
containing:

1. Individual Advance Travel Notification
2. Comp Time for Travel Worksheet

3. Itinerary

4. Travel Voucher

5. Receipts

6. Overtime Request/Approval Form

Completed travel folder is forwarded to the
Finance Office for filing




INDIVIDUAL ADVANCE TRAVEL NOTIFICATION

TRAVELER:

TOY DESTINATION (c.g., SRE or specific city): | !

ARRIVAL AT WHAT AIRFORT: I

|
|OFFICIAL TRAVEL DATES ONLY: i i

Compensatory time for travel will be reguested Jor one of mere trave! segments of this Lrip

17 TDY DESTINATION

2° TDY DESTINATION

Biece C in fronf of gimor; DEFARTURE AIRPORT DEPARTURE AIRFORT |

lewi | |ounes | |wamona | omes

Artivel Dete & Time AL TDY Site | Amivel Dale & Time A TDY Site ]

|
Depariure Dele & Time From TC'Y She | Depariura Date & Time From TDY |

Plgcs "X in ront of sirpori RETURN AIRFORT

Plzcg "X" in froni of gipori RETURN AIRFORT |

[ew | [ouwes | | wamowa |  omiew lewt | |puies | | wariona | omeer
LODGING LODGING
1" Choice 1*" Choica {
2™ Choice 2" Choice I
RENTAL CAR RENTAL CAR !
1% Chelee J . 2" Choice 1*" Cholce i 2" Chaics |

W uet include Justification If Other Than Elie Vigh Hust Include Justification IF Other Then Site Vielt

SITE VISIT: A trip 10 he location of 2 DOE defense nudlesr fecillly o pursue & specilic objective tha! Is, or could be, relsted direclly 1o the Board's
periormance plen goals

REVIEWNWORKSHOP A trip lo somewhere other than @ delense nutlesr lzcilily (s.g., DOE-AL) lor Ihe purpose pl conducting a réview

perticipating In & mission-related meeting or workshop, or covering a conference for which atiendance by the Board's
slalf is considered essential (e.g., &n ISM conference, 2 NESS lessons |earned workshop)

TRAINING: Travel io ny location for the primary purpose of stalf development, ususily in fulliiiment of an ndividua! Development Plan objeclive

RECRUITING: Travel lo any location 1o recruit new staf members

OTHER: Trave! tha Iz nol cavéred by any of the zbove calegeries. (Additional justilication for trave! In this categary will ususlly be required) I'-
Description: l

STRATEGIC AREA DF CONCENTRATION [SAC)

Nuclear Weapon Operations

Nuclear Material Processing and Stabilizzfion

Nuclesr Facilities Design and Infrasiruciure

ADDITIONAL INSTRUCTIONS

POINT OF CONTACT & FHONE NUMBER:

|
f oTrER DINPSE STAFF: J
1 i




Comp Time for Travel Worksheet

Compensatory time off for official travel can be eamned for the time that: (1) an employee
actually spends traveling between the official duty station and the temporary duty station
(TDY), plus usual waiting time that precedes or interrupts such travel: and (2) occurs outside
the WS approved working hours.

Comp Time for Travel Rules:

1. Travel between the official duty station (airport) and the temporary duty stations
(hotel/business) are the basis for the computation of comp time for travel.

2. Always use the local time of the city the traveler is in when calculating the departure and
arrival times.

3. The waiting time at airport prior to departure or the time from hotel/business to airline
departure may not exceed two (2) hours. (In certain circumstances. an extended drive time
from your TDY hotel to the airport will be considered in calculating allowable comp time.)

4. Comp time for travel can be earned in |5 minute increments.
If travel date/time 1s changed for personal convenience, any delays/cancellations are the

responsibility of the traveler and are not creditable for comp time for travel. Compute comp
time for travel as if traveler was departing on official travel date.

Traveler: Act# from Itinerary:

Traveler's Approved Working Hours: Monday-Friday

Estimated Comp Time for
Travel Requested

(15 minute increments)

artin: i ty Stati

Comp Time for Travel is computed from arrival at airport at 1 hr
official duty station to business/hotel at temporary duty station,

D ing TDY Hotel/Busi TDY Locati
(if applicable) : hr
Comp Time for Travel is computed from business/hotel at 1"

TDY to business/hotel at 2™ temporary duty station.

/Business cial Duty Stati
Comp Time for Travel is computed from business/hotel at TDY ; hr
to airport at official duty station.

Total Comp Time for Travel Requested : hr

Give completed form to Secretary to include hours on Travel Authorization (TA).



Oate: 02/22/2005 Defense Nuclear Safety Board
Travel Authorization

For
NADINE L LOFTEN
FOR OFFICIAL USE ONLY
Act Number: 98882700 Authorization Number: 988827
Type: Travel Stalus: New
Destination: ALBUOUERQUE NEW MEXICO Start Dale; 02/28/2005 End Date: 03/04/2005
Major Transportation:  Airdine Corporate Account: Yes Estimated Amount:  5464.50
Estimated Auth. Total: $§1,305.00 Max Authorized Amt: SB40.50 Airline Tickel Fee:  §.00
Non Federal Sponsared ltems:  No Actual Expense: Mo
Advance Requested: No Aty Amt Requested:  $0.00
Pegasys Ref No:  XX2005022200065
Purpose Of Trip: SV-Site Visit
Remarks: Fire profection and smergency managament hours ol comp hime {or This iravel = reouesied
Authorization
Created by: MADINE |. LOFTEN Approved by: None Date: None
[iGcalTravel
Travel Type Amount Description
Tax $525.00 Rasidence Io airport
Car Rantal $300.00 Rental Car
Other $25.00 Gas Tor rental car

Taxi $25.00 Alrport 1o residence

CCounting Kepo

e - ' Budget Function  Cost Project
Fund BegFY Region Organization Activity Caode Eloment Number Work Item Buliding Agreemant Vehicle

Contract

Location

System

1" TWKa1110 WKDO WKSO01 110 LANL

Activity Performed by
02/22/2005 06:02:31  Authorization created NADINE L LOFTEN

Printed on Tuesday, Feb 22, 2005 a1 06:21:26 AM Page 1

FOR OFFICIAL USE ONLY



DEFENSE NUCLEAR FACILITIES SAFETY BOARD

OVERTIME REQUEST/APPROVAL

This form must be completed for all compensatory/overtime requested and worked.

NAME (Please Print) DATE
PAY PERIOD ENDING REQUESTING OFFICIAL
Requested Actual Initials
(if changed
Date No. of ngs Date No. of I-lnn;s 'I‘la=m from [ﬂm!
Justification:
Check One:*
O/T Payment Requested
Compensatory Time Requested
Compensatory Time for Travel ACT#:

*Compensation of O/T is subject to applicable rules and regulations.

SIGNATURE OF APPROVING OFFICIAL

DATE

ORI

EPER P A%

DNFSB F 212.1-1:43003



Comp Time for Official Travel 7

Eligibility

The new compensatory time off applies to all Board, including DN ’;mnployees. It does not apply to
Board Members or Senior Executive Service (SES) employees.

Notification and Approval Procedures

The traveler completes the “Individual Advance Travel Notification™ form online per normal procedure.
If the traveler is requesting Comp Time for Travel, he/she should check the box next to “Travel Comp
Time will be requested for one or more travel segments of this trip.”

The advance travel notification form goes to the traveler's immediate supervisor, the traveler’s secretary,
and the OGM travel planning staff for information and action. The secretary and traveler will receive a
copy of the itinerary and Comp Time for Travel Worksheet with the assigned Act Number.

Travel Authorization

The electronic Travel Authorization form contains the planned travel information. In the “Remarks”

section of the Travel Authorization, the secretary should type the following statement for the review and
approval of the traveler’s immediate supervisor.

“XX hours of comp time for this travel is requested”

In approving the travel authorization, the supervisor is authorizing the traveler’s requested comp time in
advance of the trip. The Board allows employees to accumulate Comp Time for Travel in increments of
15 minutes. The traveler will provide the secretary with the number of comp time hours requested by
completing the Comp Time for Travel Worksheet:

Travel Voucher

If the travel authorization is approved with a comp time request, the traveler must fill out the attached
Overtime Request/Approval Form immediately upon his/her retumn from travel and provide this form to
the timekeeper for supervisory approval and entry into the T&A reporting system (WebTA). This form
will be included in the travel documents package, along with the travel voucher information sheet, travel
authorization, and applicable airline tickets.

It is important that the traveler properly fill in the data fields on this form, recording the dates and the
actual number of comp time hours for travel earned on the trip, checking the “Compensatory Time for
Travel” box and entering the Act Number from the itinerary or Travel Authorization. The timekeeper
will attach a copy of the Travel Authorization to the Overtime Request/Approval Form and ensure that
the appropriate approving official signs it. The timekeeper will then enter the comp time information in
the T&A system for the appropriate pay period.



The travel voucher must be completed and submitted for payment within 5 business days.

If a traveler encounters a situation where comp time for travel may be required after a trip has

commenced, the traveler should contact his/her supervisor if possible to obtain advance approval for the
comp time request.

Timekeeper Procedures for Recording Comp Time for Travel Earned and Used

Timekeepers will establish a column on the employee Individual Leave Record (ILR) to track accrual
and use of Comp Time for Official Travel. Changing the heading for the Credit Hours Column to Comp
Time Travel will serve the purpose. Comp Time for Travel will be posted to this column as it is earned
and removed as it is used. Since comp time for official travel expires if not used within 26 pay periods

from the pay period in which it is credited, travel comp time used should be charged against the oldest
comp time earned.

Approved Overtime Request/Approval Forms (original) must be turned in to the master timekeeper in
OGM along with the pay period’s supporting documentation (for the pay period in which the travel
occurred) before 12 o’clock (noon) on the Monday following the end of the pay period.

When an employee travels during the first week of a pay period, the timekeeper should enter the Comp
Time for Travel Eamed on the Individual Leave Record (ILR) and in WebTA before the end of the pay
period (after supervisory approval of the “Actual” hours). When travel occurs within the second week of
the pay period, it may be necessary for the timekeeper to do a Correction timecard in WebTA to add
the Comp Time for Travel Earned for the pay period that ended the week before. Timekeepers must
ensure that an accurate ACT number is referenced on the Overtime Request/Approval Form for future
audit purposes. The documentation should be provided to the master timekeeper in OGM as soon as the
correction card is certified and the BPD Payroll office is notified to process the correction timecard.

A copy of the Overtime Request/Approval Form should be retained by the timekeeper. The copy will be
included in the employee’s travel folder. The secretary may attach a copy of the Comp time for Travel
Worksheet behind the Overtime/Request/Approval Form, for Supervisory reference, if the supervisor
prefers to review it before approval “Actual” hours.

Using Comp Time for Travel

Employees wishing to use accumulated Comp Time for Travel should fill out a standard leave request
form (SF-71) and obtain the normal supervisory approval(s). In the “Remarks™ section of the leave
request form, the traveler should clearly indicate that the leave should be charged against his/her Comp
Time for Travel balance. Since Comp Time for Travel expires after 26 pay periods from the date it was
originally credited, employees must track their individual comp time earning dates.



Examples for Calculating Compensatory Time Off for Official Travel

Compensatory time off for official travel can be earned for the time that: (1) an émployee actually
spends traveling between the official duty station and the temporary duty station (TDY), plus usual
waiting time that precedes or interrupts such travel; and (2) occurs outside the employee’s approved
working hours. '

Comp Time for Travel Rules:

b2 Travel between the official duty station (airport) and the temporary duty stations
(hotel/business) are the basis for the computation of comp time for travel.

> Always use the local time of the city the traveler is in when calculating the departure and
arrival times.

> The waiting time at airport prior to departure or the time from hotel/business to airline
departure may not exceed two (2) hours. (In certain circumstances, an extended drive time
from your TDY hotel to the airport will be considered in calculating allowable comp time.)

¥ Comp time for travel can be earned in 15 minute increments.

If travel date/time is changed for personal convenience, any delays/cancellations are the responsibility
of the traveler and are not creditable for comp time for travel. Compute comp time for travel as if
traveler was departing on the official travel date.

Examples are attached:

EXAMPLE 1 - Official Travel During Regular Working Hours
EXAMPLE 2 - Travel to Multiple Temporary Duty Stations
EXAMPLE 3 - Official Travel Begins on Sunday

EXAMPLE 4 - Same as Example 3 Except Flight Is Delayed Two Hours

EXAMPLE 5 - Employee Changes Schedule for Personal Convenience and Encounters Delays



EXAMPLE 1 - Official Travel During Regular Working Hours

F

Employee to travel to temporary duty (TDY) on Monday and return on Friday. The employee’s
regular working hours are 8:00a to 4:30p.

eparti ial Du tio TD i ot

Flight departs at 10:10a on Monday and lands at TDY at 2:39p; traveler arrives at hotel at 3:40p.

Time is computed from arrival at airport at official duty station to business/hotel at temporary
duty station.

Traveler arrives at airport - 8:10a
8:10a - 10:10a - wait time at airport is within regular 0:00 hr
working hours; therefore no comp time for travel eamned

Flight times - 10:10a - 2:39p
Flight time within regular working hours; therefore 0:00 hr
no comp time for travel earned

Traveler arrived at business/hotel at TDY — 3:40p
2:39p - 3:40p - travel time within regular working 0:00 hr
hours; therefore no comp time for travel eared

i Y on Frida ia tation

Flight departs at 7:00a and lands at airport at official duty station at 2:45p. Time is computed from
business/hotel at TDY to airport at official duty station,

Traveler leaves business/hotel and goes to airport - 5:00a
5:00a - 7:00a - outside of regular working hours; 2:00 hr
therefore comp time for travel is earned

Flight Times — 7:00a - 2:45p

7:00a - 8:00a - outside of regular working hours; 1:00 hr
therefore comp time for travel is eamed;
8:00a - 2:45p - within regular working hours; 0:00 hr

therefore no comp time for travel earned

Total Comp Time for Travel Earned for Example 1 3:00 hr
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EXAMPLE 1

w

Page 1
14Feb05 09:31:33

T0OO00000E& TOO00000
The booking locator is 4CBL46. The fare is $464.30.

28Feb05

Monday ASSOCIATE NAME SERVICE CHARGE
ITEM COST USD 0.00
AMOUNT DUE USD B0.00X0.00T0.00
‘TTL*FARE*WITH"FEE 464.30

S AIR American Airlines Flight# 1615 Class: Y
28Feb05 10:10am  From: Washington Dulles OC, USA To: Dallas/Ft Worth TX, USA
Monday Meal:

Equip: McDonnell Douglas MD Status: Confirmed
Arrival: 26Feb0S Monday 12:34pm

Seat:25-D

Stops: 0

ARRIVE TERMINAL C

American Airines locator: BYYRPB

AA Frequent Flyer# \

e AIR American Airlines Flight# 649 Class: Y
28Feb05 01:51pm  From: Dallas/Ft Worth TX, USA To: Albuguergue NM, USA
Monday Meal: None

Equip: McDonnell Douglas MD Status: Confirmed

Arrival: 28Feb05 Monday 02:39pm
Seat:21-B

Stops: 0

DEPART TERMINAL C

American Airlines locator: BYYRPR

AA Frequent Flyer#

e CAR Pick Up City: Albuguerque NM, USA
28Feb05 Avis Rent A Car TYPE: Inter Car Auto Alc
Monday Conf#: 12234050US3 PEXP Rate:50.00USD

Drop off: 04Mar05 Albuquerque NM, USA

Rate Info: USD 50.00Day Uimtd 50.00Xtra Day Uimtd 17.00Xtra Hr Uimtd
/RC-BMATO1/ARR-AADE49-1439/DT-0600/MNM
/ .GICD-A555500/D-L3YS2A/RI-APPROX TOTAL 281.80 USD INCLUDES
TAXES-FEES-SURCHARGES/SA-CONCESSION RECOVERY FEE MAY
APPLY/CF-12234050US3 PEXP
Arrival Time: 1439
Dropoff Time: 06:00am

==y HOTEL Quality Inn And Sts Los Alamos

28Feb05 2175 TRINITY DRIVE LOS ALAMOS NM 87544

Monday Phone: 505 662 7211 Fax:505 661 7714
Number of Rooms: 1 Room Guaranteed
Confirmation: 892560998 GRQ ) Rate: 61.00USD
Check Out: 03Mar05 Thursday
Cancellation note: CANCEL BY 4 PM LOCAL HTL TIME DOA

continued—

ResFAX® Copyright © 2005 Info , Inc., B glon, IN - Ref no 14280122




TOM: AUIINAV 10: company Date: 242005 Time: 9:38:02 AM

Page 2012
AW EXAMPLE 1 - Continued
4 Page 2
= HOTEL Hilion Gi Albuquerque Airport
03Mar05 2601 YALE BLVD SE ALBUQUERQUE NM 87106
Thursday Phone: 505 765 1000 Fax:505 243 2200
Number of Rooms: 1 Room Guaranteed
Confirmation: 3204461862 GRQ Rate: 68.00USD

Check Out: 04Mar05 Friday
Cancellation note: 6PM CXL ON ARR DATE
YOUR FREQUEST GUEST NUMBER IS 607566386

b AIR American Airines Flight# 2202 Class: Y
04Mar5 07:00am  From: Albuquerque NM, USA To: Dallas/Ft Worth TX, USA
Friday Meal: None

Equip: McDonnell Douglas MD

Armival: 04Mar05  Friday 09:41am
Seat:27-D

Stops: 0

ARRIVE TERMINAL C

American Airlines locator: BYYRPB

AA Frequent Flyer#

Status: Confirmed

Sy AIR American Airlines

04Mar0S 11:03am  From: Dallas/Ft Worth TX, USA

Friday Meal: N/A
Equip: N/A
Amival: 04Mar05  Friday 02:45pm
Seat:28-D

American Airlines locatnr RYYRPB
AA Frequent Flyer#

Flight# 1446 Class: Y
To: Ronald Reagan Ntl Apt, USA

Status: Confirmed

29May05

Sunday ASSOCIATE NAME THANK YOU FOR USING ADVENTURE TRAVEL

YOUR RESERVATION IS CONFIRMED
TICKETING WILL TAKE PLACE ON 24FEB

YOUR V.LP. CODE IS KSW " ADTRAV TRAVEL MANAGEMENT
ANY CHANGES IN ITINERARY MAY INCREASE COST.

IF YOU HAVE NOT UPDATED OR CREATED YOUR PROFILE
PLZ VISIT REZPROFILER ACCESSED VIA GSA INSITE
ADTRAV TRAVEL MANAGEMENT "NUCLEAR FACILITIES DESK*
OPEN MON-FRI 630AM-730PM CT 18774726716

FOR ASSISTANCE AFTER 730PM 1-800-510-2835

USING CONTRACT CARRIER OUTBOUND

USING CONTRACT CARRIER RETURN

TICKET COST™$464.30

SERVICE FEE*™"$0.00

TOTAL COST™***$464.30

YOUR RESERVATION IS CONFIRMED. TICKET DATE IS 24FEB

ResFAX® Copyright © 2005C: Information Sy 3, Inc., Bi

gton, IN - Ref no 34200122



EXAMPLE 2 - Travel to Multiple Temporary Duty Stations

I
Employee to travel to temporary duty (TDY) on Friday, work official hours on Saturday and Sunday,
continue to next TDY on Monday, and return to official duty station on Friday. The employee’s
regular working hours are 8:00a to 4:30p, Monday-Friday.

ing Official Duty Stati ' Y Busi fte

Flight to first TDY departs on Friday at 5:59p and lands at TDY airport at 7:43p. Traveler arrives at

hotel at 9:00p. Time is computed from arrival at airport at official duty station to business/hotel
at temporary duty station.

Traveler arrives at airport - 3:59p

3:59p - 4:30p - wait time at airport is within regular 0:00 hr
working hours; therefore no comp time for travel earned;
4:30p - 6:00p - wait time at airport is outside of regular 1:30 hr

working hours; therefore comp time for travel is earned

Flight times - 5:59p - 7:43p 1:45 hr
Flight time outside of regular working hours;
therefore comp time for travel is earned

Traveler arrives at hotel - 9:00p
7:43p - 9:00p - travel time is outside of regular 1:15hr
working hours; therefore comp time for travel is carned
Departing TDY Hotel to 2™ TDY location on Monday
Flight departs TDY airport on Monday at 9:13a and lands at 2™ TDY airport at 10:33a. Traveler

arrives at business/hotel at 11:15a. Time is computed from business/hotel at 1* TDY to
business/hotel at 2™ TDY.

Traveler leaves hotel and arrives at airport - 7:30a

7:30a - 8:00a - outside of regular working hours; 0:30 hr
therefore comp time for travel is eamned;
8:00a - 9:13a - within regular working hours; therefore 0:00 hr

no comp time for travel is earned

Flight times - 9:13a- 10:33a 0:00 hr
Flight time is within regular working hours;
therefore no comp time for travel eared

Traveler arrives at business’hotel - 11:15a 0:00 hr

10:33a - 11:15a - travel is within regular working
hours; therefore no comp time for travel is eamed

Example 2 — Continues



EXAMPLE 2 - Continued
Departing TDY on Friday to Official Duty Station

Flight departs at 7:00a and lands at airport at official duty station at 2:45p. Time is computed from
business/hotel at TDY to airport at official duty station

Traveler leaves hotel and goes to airport — 5:00a
5:00a - 7:00a - outside of regular working hours; 2:00 hr

therefore comp time for travel is earned

Flight times — 7:00a - 2:45p

7:00a - 8:00a - is outside of regular working 1:00 hr
hours; therefore, comp time for travel is eamed;
8:00a - 2:45p - is within regular working hours; 0:00 hr

therefore no comp time for travel earned

Total Comp Time for Travel Earned for Example 2 8:00 hr
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EXAMPLE 2 @
| _ Page 1
22Feb05 11:09:13
E4003517 @E4003517
The booking locator is 4PVWDH. The fare is $802.30.
25Feb05
Friday ASSOCIATE NAME SERVICE CHARGE
ITEM COST USD 0.00
AMOUNT DUE USD B0.00X0.00T0.00
*“TTL*FARE*"WITH*FEE 902.30
b AIR Delta Airlines Flight# 1147 Class: Y
25Feb05 05:59pm  From: Ronald Reagan Ntl Apt, USA To: Cincinnati OH, USA
Friday Meal: None

Equip: McDonnell Douglas MD
Arrival: 25Feb05  Friday

Stops: 0

DEPART TERMINAL B
ARRIVE TERMINAL 3

Delta Airlines locator; POOQEX

07:43pm

25Feb05
Friday

Status: Confirmed

HOTEL Sheraton Corporation Four Points Cincinnati Downtw
150 WEST FIFTH STREET CINCINNATI OH US 45202 2393
Phone: 513 357 5800 Fax513 357 5810
Number of Rooms: 1

Confirmation: C151211460

Check Out: 28Feb05 Monday

Cancellation note: CXL AFTR25FEB0OSTM18:00 AMT:87.00 USD
NON SMK KNG

Room Guaranteed
Rate: 87.00USD

b
268Feb05 09:13am
Monday

AIR Delta Airines

From: Cincinnali OH, USA
Meal: Snack/brunch

Equip: Boeing 737-800 Jet
Arrival; 28Feb05  Monday
Seat:11-B

Stops: 0

DEPART TERMINAL 3

Delta Airlines locator: POOOEX

10:33am

=
28Feb05
Monday

Status: Confirmed

Flight## 1405 Class: Y
To: Albuquerque NM, USA

HOTEL Quality Inn And Sts Los Alamos

2175 TRINITY DRIVE LOS ALAMOS NM 87544

Phone: 505 662 7211 Fax:505 661 7714
Number of Rooms: 1

Room Guaranteed

Confirmation: 89282362 GRQ Rate: 61.00USD
Check Out: 03Mar05 Thursday
Cancellation note: CANCEL BY 4 PM LOCAL HTL TIME DOA
YOUR FREQUEST GUEST NUMBER IS CJM0526
YOUR FREQUEST GUEST NUMBER IS CJM0526
YOUR FREQUEST GUEST NUMBER IS CJM0526

continued——

ResFAXN® Copyright © 2005 t £ yst + Inc., Bloamington, IN - Ref no 40156426
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EXAMPLE 2-—continued

Page 2
|1 HOTEL Hilton Gi Albuquerque Airport
03Mar0s 2601 YALE BLVD SE ALBUQUERQUE NM 87106
Thursday Phone: 505 765 1000 Fax:505 243 2200
Number of Rooms: 1 Room Guaranteed

Confirmation: 3202761962NSCONF GRQ Rate: 68.00USD
Check Out: 04Mar05 Friday '

Canceliation note: 6PM CXL ON ARR DATE

NON SMK KNG

¢ YOUR FREQUEST GUEST NUMBER IS CJM0526
YOUR FREQUEST GUEST NUMBER IS 39B666486
YOUR FREQUEST GUEST NUMBER 1S CJMO0526
YOUR FREQUEST GUEST NUMBER IS 398666486
YOUR FREQUEST GUEST NUMBER IS 398666486

S AIR American Airlines Flight# 2202 Class: Y
04Mar05 07:00am  From: Albuquerque NM, USA To: Dallas/Ft Worth TX, USA
Friday Meal: None

Equip: McDonnell Douglas MD Status: Confirmed
Amival: 04Mar05  Friday 09:41am

Seat:29-D

Stops: 0

ARRIVE TERMINAL C

American Airlines locator: ELTRMB

AA Frequent Flyert

Y AIR American Airlines Flight# 1446 Class: Y
04Mar05 11:03am  From: Dallas/Ft Worth TX, USA To: Ronald Reagan Ntl Apt, USA
Friday Meal:

Equip: McDonnell Douglas MD Status: Confirmed
Amival: 04Mar05  Friday 02:45pm

Seat:30-D

Stops: 0

DEPART TERMINAL C

ARRIVE TERMINAL B

American Airlines locator: El TRMB

AA Frequent Flyer# [

29May05

Sunday ASSOCIATE NAME THANK YOU FOR USING ADVENTURE TRAVEL
YOUR RESERVATION IS CONFIRMED
TICKETING WILL TAKE PLACE ON 24FEB

ResFAXE Copyright © 2005C) Information Systems, Inc, Bloomingion, IN - Ref no 40156426



EXAMPLE 3 - Official Travel Begins on Sunday )
Employee to travel to temporary duty (TDY) on Sunday for official business Monday morming, then

return to official duty station on Friday. The employee’s regular working hours are 8:00a to 4:30p,
Monday-Friday.

Departing Official Duty Station on Sunday to TDY Business/Hotel

Flight to TDY departs on Sunday at 5:11p and lands at TDY airport at 9:59p. Traveler arrives at
business/hotel at 11:00p. Time is computed from arrival at airport at official duty station to
business/hotel at temporary duty station.

Traveler arrives at airport - 2:15p
2:15p - 5:11p - wait time at airport is outside of regular 2:00 hr
working hours (Sunday); therefore comp time for travel is eamed
(Waiting time may not exceed 2 hours)

Flight times - 5:11p - 9:59p 4:45 hr
Flight time is outside of regular working hours;
therefore comp time for travel is earned

Traveler arrives at business/hotel - 11:00p
9:59 - 11:00p - travel time is outside of regular 1:00 hr
working hours; therefore comp time for travel is earned

Departing TDY on Friday to Official Duty Station

Flight departs at 4:35p and lands at airport at official duty station at 10:29p. Time is computed from
business/hotel at TDY to airport at official duty station

Traveler leaves business/hotel and goes to airport — 2:35p
2:35p - 4:35p - within regular working hours; therefore 0:00 hr
no comp time for travel is earned

Flight times — 4:35p - 10:29p
4:35p - 10:29p - is outside of regular working hours; therefore 6:00 hr
comp time for travel is earned

Total Comp Time for Travel Earned for Example 3 13:45 hr
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EXAMPLE 3 and 4
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; Page 1

17Feb05 13:01:54

The boowing locator is 4CZ8QU. The fare is $773.30.

27Feb05
Sunday

ASSOCIATE NAME SERVICE CHARGE
ITEM COST USD 0.00

AMOUNT DUE USD B0.00X0.00T0.00
“TTL"FARE*WITHFEE 773.30

27Feb05
Sunday

05:11pm

AIR American Airiines

From: Baltimore Wash MD, USA
Meal:

Equip: McDonnell Douglas MD
Arrival: 27Feb0S Sunday
Seat:28-D -

Stops: 0

American Airlines locator: HIPSGR
AA Frequent Flyer# -

07:45pm

Flight# 2478 Class: Y
To: Dallas/Ft Worth TX, USA

Status: Confirmed

27Feb05
Sunday

08:51pm

AIR American Airines

From: Dallas/Ft Worth TX, USA
Meal: None

Equip: ERJ-145 Jet

Amival: 27Feb05 Sunday
Seat.04-B

Stops: 0

OPERATED BY AMERICAN EAGLE
American Airlines locatnr HIPSRR
AA Frequent Flyer#

09:58pm

Flight# 3475 Class: Y
To: Amarillo TX, USA

Status: Confirmed

=
27Feb05
Sunday

HOTEL Luxe Worldwide Hospitality Ambassador Hotel

3100 140 WEST AMARILLO TX 79102
Phone: B06-358-6161

Number of Rooms: 1

Confirmation: CYCTN4C

Check Out: 04Mar05 Friday

Fax:806-358-9869

Room Guaranteed
Rate: 66.00USD

Cancellation note: CANCEL BY 4PM DAY OF ARRIVAL

04Mar05
Friday

04:35pm

AIR American Airiines
From: Amarillo TX, USA
Meal: None

Equip: Embraer RJ140 Jet
Amival: 04Mar05  Friday
Seat:03-A

Stops: 0

OPERATED BY AMERICAN EAGLE
American Airines locator: HIPSGR

AA Frequent Flyer# S

05:41pm

Flight# 3772 Class: Y
To: Dallas/Ft Worth TX, USA

Status: Confirmed

ResFAXE C.

continued—

ight © 2005C b e e

W - Ref no 46886130
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ADVENTURE EXAMPLE 3 and 4—continued

rayT o v e

! Page 2
N AIR American Airlines Flight# 318 Class: Y
04Mar05 06:46pm  From: Dallas/Ft Worth TX, USA To: Ronald Reagan Nt Apt, USA
Friday Meal: N/A
Equip: N/A Status: Confirmed
Armrival: 04Mar0S  Friday 10:29pm
Seat:24-D

American Airlines locator: HIPSGR
AA Frequent Flyer# ~

28May05

Saturday ASSOCIATE NAME THANK YOU FOR USING ADVENTURE TRAVEL
YOUR RESERVATION IS CONFIRMED
TICKETING WILL TAKE PLACE ON 24FEB

YOUR V.I.P. CODE IS K5W * ADTRAV TRAVEL MANAGEMENT
ANY CHANGES IN ITINERARY MAY INCREASE COST.

IF YOU HAVE NOT UPDATED OR CREATED YOUR PROFILE
PLZ VISIT REZPROFILER ACCESSED VIA GSA INSITE
ADTRAV TRAVEL MANAGEMENT *NUCLEAR FACILITIES DESK*
OPEN MON-FRI 630AM-730PM CT 1877-472-6716

FOR ASSISTANCE AFTER 730PM 1-800-510-2835

USING NONCONTRACT CARRIER OUTBOUND

USING CONTRACT CARRIER RETURN

"NO CONTRACT CITY PAIR FROM IAD TO AMA™
***DECLINED CAR...RIDING WITH SOMEONE™*

YOUR RESERVATION IS CONFIRMED. TICKET DATE IS 24FEB
TICKET COST*™$773.30

SERVICE FEE™"$0.00

TOTAL COST™"§773.30

YOUR RESERVATION IS CONFIRMED. TICKET DATE IS 24FEB

ight © Y Inc., Bl ington, IN - Ref po 46386130



EXAMPLE 4 - Same as Example 3 Except Flight Is Delayed Two Hours

Employee to travel to temporary duty (TDY) on Sunday for official business Monday morning, then
return to official duty station on Friday. Flight to TDY is delayed 2 hours. The employee’s regular
working hours are 8:00a to 4:30p, Monday-Friday.

Departing Official Duty Station on Sunday to TDY Business/Hotel

Flight to TDY is scheduled to depart on Sunday at 5:11p and land at TDY airport at 9:59p, but there is
a two hour delay when traveler gets to airport. Traveler arrives at hotel at 1:00a on Monday. The
employee’s regular working hours are 8:00a to 4:30p, Monday-Friday. Time is computed from
arrival at airport at official duty station to business/hotel at temporary duty station.

Traveler arrives at airport - 3:15p

3:15p - 5:11p - wait time at airport is outside of regular 2:00 hr
working hours (Sunday); therefore comp time for travel is earned;
5:11p - 7:11p - additional wait time due to delay is outside 2:00 hr

of regular working hours; therefore comp time for travel is earned

Flight times - 7:11p - 11:59%p 4:45 hr
Flight time is outside of regular working hours; therefore
comp time for travel is eamed

Traveler arrives at hotel - 1:00a on Monday
11:59p - 1:00a - travel time is outside of regular working hours; 1:00 hr
therefore comp time for travel is earned

ing TDY on Fri i i

Flight departs at 4:35p and lands at airport at official duty station at 10:29p. Time is computed from
business/hotel at TDY to airport at official duty station

Traveler leaves business/hotel and goes to airport — 2:35p
2:35p - 4:35p - within regular working hours; therefore 0:00 hr
no comp time for travel is earned

Flight times — 4:35p - 10:29%p
4:35p - 10:29p - is outside of regular working hours; 6:00 hr
therefore comp time for travel is earned

Total Comp Time for Travel Earned for Example 4 15:45 hr



EXAMPLE 5 - Employee Changes Schedule for Personal Convenience and Encounters Delays

Employee to travel to temporary duty (TDY) on Thursday and return on Friday. However, employee
returns on Sunday evening for personal convenience. Flight on Sunday evening ig-delayed 2 hours.
The employee’s regular working hours are 8:00a to 4:30p, Monday-Friday. -

Flight departs at 9:24a on Thursday and lands at TDY at 5:1 Spi traveler arrives at hotel at 6:30p.

Time is computed from arrival at airport at official duty station to business/hotel at temporary
duty station.

Traveler arrived at airport — 7:20a
7:20a - 9:24a - a portion of the wait time at airport is outside of 0:45 hr
regular working hours; therefore comp time for travel is eamed

Flight times — 9:24a - 5:15p

9:24a - 4:30p - is within regular working hours; therefore 0:00 hr
no comp time for travel is earned;
4:30p - 5:15p - is outside of regular working hours; therefore 0:45 hr

comp time for travel is eamed

Traveler arrived at business/hotel at TDY - 6:30p 0:45 hr
5:15p - 6:30p - is outside of regular working hours; therefore
comp time for travel is eamed

uty Station (offici v was Frida

Date changed for personal convenience. Any delays are the responsibility of the traveler and are

not creditable for comp time for travel. Compute as if traveler was departing on official travel
date.

Friday flight scheduled to depart at 4:32p and land at official duty station airport at 9:27p. Sunday
flight is delayed 2 hours and departs at 6:30p and lands at airport at official duty station at 11:30p.
Time is computed from business/hotel at TDY to airport at official duty station.

Traveler leaves business/hotel and goes to airport — 2:30p

2:30p - 4:32p - Friday schedule is within regular working 0:00 hr
hours; therefore no comp time for travel is eamed;
4:32p - 6:32p - flight delayed 2 hrs (non-creditable time) 0:00 hr
(Employee changed departure date to Sunday for personal
convenience)

Flight times — 6:30p - 11:30p

4:32p - 9:27p - Friday schedule outside of regular working 5:00 hr
hours; therefore comp time for travel is eamed
9:27p - 11:30p - flight delayed 2 hrs (non-creditable time) 0:00 hr
(Employee changed departure date to Sunday for personal
convenience)

Total Comp Time for Travel Earned for Example 5§ 7:15 hr
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Page 1

24Jan05 15:12:59
EBaH13STEEeeH33E
The booking locator is N2EX33. The fare is $477.30.

27Jan05
Thursday

ASSOCIATE NAME SERVICE CHARGE
ITEM COST USD 0.00

AMOUNT DUE USD B0.00X0.00T0.00
*TTL*FARE*WITHFEE 477.30

b
27Jan05 09:24am
Thursday

AIR American Airlines Flight# 1648 Class: Y
From: Albuquerque NM, USA To: Dallas/Ft Worth TX, USA
Meal: None

Equip: McDonnell Douglas MD Status: Confirmed

Arrival: 27Jan05 Thursday 12:05pm

Stops: 0
ARRIVE TERMINAL C
American Airlines locator: GKFVTO

P .
27Jan05 01:31pm
Thursday

AIR American Airines Flight# 1296 Class: Y

From: Dallas/Ft Worth TX, USA To: Ronald Reagan Ntl Apt, USA
Meal: '
Equip: McDonnell Douglas MD Status: Confirmed

Amival: 27Jan05 Thursday 05:15pm

Seat:15-A

Stops: 0

DEPART TERMINAL C

ARRIVE TERMINAL B

American Airlines locator: GKFVTO

27Jan05
Thursday

HOTEL Ritz-cariton Htis Ritz Cariton Washington Dc

1150 22ND ST NW WASHINGTON DC 20037

Phone: 202-835-0500 Fax202-835-1588

Number of Rooms: 1 Room Guaranleed
Confirmation: 80821396 Rate: 153.00USD
Check Out: 28Jan05 Friday

Cancellation note: CANCEL PERMITTED UP TO 12PM DAY OF ARRIVAL, HOTEL

TIME. § 153.00 CANCEL PENALTY PER ROOM.

28Jan05 04:32pm
Friday

AIR American Airines Flight# 1663 Class: Y
From: Ronald Reagan Nt Apt, USA To: Dallas/Ft Worth TX, USA
Meal:

Equip: McDonnell Douglas MD Status: Confirmed

Arrival: 28Jan05 Friday 06:59pm

Stops: 0

DEPART TERMINAL B

ARRIVE TERMINAL C

American Airlines locator: GKFVTO

continued—

ResFAX® Cag 2008cC
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RE EXAMPLE 5-—continued
TRAVEL

Page 2
—— AIR American Airfines Flight# 1529 Clasg’ Y |
28Jan05 08:38pm  From: Dallas/Ft Worth TX, USA To: Albuquerque N, USA
Friday Meal: N/A
Equip: N/A Status: Confirmed
Arrival: 28Jan05  Friday 09:27pm
Seat:18-F

American Airiines locator; GKFVTO

27Apr05

Wednesday ASSOCIATE NAME THANK YOU FOR USING ADVENTURE TRAVEL
YOUR RESERVATION IS CONFIRMED
TICKETING WILL TAKE PLACE ON 27JAN

YOUR V.I.P. CODE IS K5W * ADTRAV TRAVEL MANAGEMENT
ANY CHANGES IN ITINERARY MAY INCREASE COST.

IF YOU HAVE NOT UPDATED OR CREATED YOUR PROFILE
PLZ VISIT REZPROFILER ACCESSED VIA GSA INSITE
ADTRAV TRAVEL MANAGEMENT *NUCLEAR FACILITIES DESK*
OPEN MON-FRI 630AM-730PM CT 1877-472-6716

FOR ASSISTANCE AFTER 730PM 1-800-510-2835

USING CONTRACT CARRIER OUTBOUND

USING CONTRACT CARRIER RETURN

""ASSIGNED SEATING CLOSED ABQ TO DFW™

**ASSIGNED SEATING CLOSED DCA TO DFW™

TICKET COST™"$477.30

SERVICE FEE™$0.00

TOTAL COST™*§477.30

YOUR RESERVATION IS CONFIRMED. TICKET DATE IS 27JAN
DECLINED CAR

ResFAX® Copyright © 20 Systems, lnc., 8)

gton, iN - Ref no 54827004




COMP TIME FOR TRAVEL PROCESS

Traveler completes

and submits the Advance
Notification of Travel
indicating that Comp
Time for Travel will be
Requested

Traveler/Secretary
both receive ltinerary

from the Travel Office

Traveler completes
the Comp Time for
Travel Worksheet and
forwards to Secretary

Secretary prepares
Travel Authorization
for Supervisor's
approval and enters
requested hours in
"Remarks" section

I

|

Traveler submits completed
Overtime Request/Approval
Form with "Actual” hours to
Secretary “immediately” upon
return [Traveler receives Overtime
Request/Approval Form along

with tickets]

Timekeeper obtains Supervisory
approval of "Actual” hours on Overtime
Request/Approval Form, then records
Comp Time for Travel hours on employee
Individual Leave Record (ILR) and into
WebTA:

a. before end of current PP, or
b. as a correction Timecard after PP
ends, as necessary

;

Traveler/Secretary

Travel Voucher must be

completed and submitted for

payment within 5 working
days after traveler returns

3/10/2005

Timekeeper forwards time &
attendance documentation
(including original Overtime
Request/Approval Form) to
Master Timekeeper for the official
files. Timekeeper may also retain
a copy for future reference

Secretary prepares the employee travel folder
containing:

1. Individual Advance Travel Notification
2. Comp Time for Travel Worksheet

3. Itinerary

4. Travel Voucher

5. Receipts

6. Overtime Request/Approval Form

Completed travel folder is forwarded to the
Finance Office for filing




INDIVIDUAL ADVANCE TRAVEL NOTIFICATION

TRAVELER:

TOY DESTINATION (c.g., SRE or specific city): | !

ARRIVAL AT WHAT AIRFORT: I

|
|OFFICIAL TRAVEL DATES ONLY: i i

Compensatory time for travel will be reguested Jor one of mere trave! segments of this Lrip

17 TDY DESTINATION

2° TDY DESTINATION

Biece C in fronf of gimor; DEFARTURE AIRPORT DEPARTURE AIRFORT |

lewi | |ounes | |wamona | omes

Artivel Dete & Time AL TDY Site | Amivel Dale & Time A TDY Site ]

|
Depariure Dele & Time From TC'Y She | Depariura Date & Time From TDY |

Plgcs "X in ront of sirpori RETURN AIRFORT

Plzcg "X" in froni of gipori RETURN AIRFORT |

[ew | [ouwes | | wamowa |  omiew lewt | |puies | | wariona | omeer
LODGING LODGING
1" Choice 1*" Choica {
2™ Choice 2" Choice I
RENTAL CAR RENTAL CAR !
1% Chelee J . 2" Choice 1*" Cholce i 2" Chaics |

W uet include Justification If Other Than Elie Vigh Hust Include Justification IF Other Then Site Vielt

SITE VISIT: A trip 10 he location of 2 DOE defense nudlesr fecillly o pursue & specilic objective tha! Is, or could be, relsted direclly 1o the Board's
periormance plen goals

REVIEWNWORKSHOP A trip lo somewhere other than @ delense nutlesr lzcilily (s.g., DOE-AL) lor Ihe purpose pl conducting a réview

perticipating In & mission-related meeting or workshop, or covering a conference for which atiendance by the Board's
slalf is considered essential (e.g., &n ISM conference, 2 NESS lessons |earned workshop)

TRAINING: Travel io ny location for the primary purpose of stalf development, ususily in fulliiiment of an ndividua! Development Plan objeclive

RECRUITING: Travel lo any location 1o recruit new staf members

OTHER: Trave! tha Iz nol cavéred by any of the zbove calegeries. (Additional justilication for trave! In this categary will ususlly be required) I'-
Description: l

STRATEGIC AREA DF CONCENTRATION [SAC)

Nuclear Weapon Operations

Nuclear Material Processing and Stabilizzfion

Nuclesr Facilities Design and Infrasiruciure

ADDITIONAL INSTRUCTIONS

POINT OF CONTACT & FHONE NUMBER:

|
f oTrER DINPSE STAFF: J
1 i




Comp Time for Travel Worksheet

Compensatory time off for official travel can be eamned for the time that: (1) an employee
actually spends traveling between the official duty station and the temporary duty station
(TDY), plus usual waiting time that precedes or interrupts such travel: and (2) occurs outside
the WS approved working hours.

Comp Time for Travel Rules:

1. Travel between the official duty station (airport) and the temporary duty stations
(hotel/business) are the basis for the computation of comp time for travel.

2. Always use the local time of the city the traveler is in when calculating the departure and
arrival times.

3. The waiting time at airport prior to departure or the time from hotel/business to airline
departure may not exceed two (2) hours. (In certain circumstances. an extended drive time
from your TDY hotel to the airport will be considered in calculating allowable comp time.)

4. Comp time for travel can be earned in |5 minute increments.
If travel date/time 1s changed for personal convenience, any delays/cancellations are the

responsibility of the traveler and are not creditable for comp time for travel. Compute comp
time for travel as if traveler was departing on official travel date.

Traveler: Act# from Itinerary:

Traveler's Approved Working Hours: Monday-Friday

Estimated Comp Time for
Travel Requested

(15 minute increments)

artin: i ty Stati

Comp Time for Travel is computed from arrival at airport at 1 hr
official duty station to business/hotel at temporary duty station,

D ing TDY Hotel/Busi TDY Locati
(if applicable) : hr
Comp Time for Travel is computed from business/hotel at 1"

TDY to business/hotel at 2™ temporary duty station.

/Business cial Duty Stati
Comp Time for Travel is computed from business/hotel at TDY ; hr
to airport at official duty station.

Total Comp Time for Travel Requested : hr

Give completed form to Secretary to include hours on Travel Authorization (TA).



Date: 0212212005 Defense Nuclear Safety Board

Travel Authorization
For

FOR OFFICIAL USE ONLY

Act Number: D8882700 Authorization Number: 988827

Type: Travel Status: New

Destination: ALBUOUERQUE NEW MEXICO Start Date: D2/28/2005 End Date: 03/04/2005

Major Transportation:  Alrline Corporate Account:  Yes Estimated Amount:  5464.50
Estimatod Auth, Total:  $1,30500 Max Authorized Aml:  $840.50 Airline Ticket Fae: 500
Non Federnl Sponsored fema:  No Actual Expense. Mo

Advance Requested: No Advance Anl Requesled: 5000

Pegosys Rel Mo: (2005022200085
Purpose Of Trip:  SV-Site Visil

Remarks: i protechion and smeroancy managemen! hoire of comp tima tor this freevel s moesiaed

Authorization

Created by: NADINE L LOFTEN Approverd by: None Nate: Nope
eaiTravel

Travel Type M D ipti

Tax $25.00 Residence lo piipart

Car Rental 5300.00 Rental Caw

Olher $25.00 Gas lor rental car

Taxi $25 00 Alrport o residence

AEESUnting Report Budgst Funefion  Cost  Project

Fund BegFY Region Organization Activity Code  Element  Number Waork item  Building  Agreement Vahicte

Contract Location

System

925X 2004 1" TWKI 110 WKOH WHKSMH 1o LANL

Dllt;mm I Activity Performed by
02/22/2005 06:02:31  Authorization created

Printert on Tussday, Feb 22, 2005 al D6:21:26 AM
FOR OFFICIAL USE ONLY



DEFENSE NUCLEAR FACILITIES SAFETY BOARD

OVERTIME REQUEST/APPROVAL

This form must be completed for all compensatory/overtime requested and worked.

NAME (Please Print) DATE
PAY PERIOD ENDING REQUESTING OFFICIAL
Requested Actual Initials
(if changed
Date No. of ngs Date No. of I-lnn;s 'I‘la=m from [ﬂm!
Justification:
Check One:*
O/T Payment Requested
Compensatory Time Requested
Compensatory Time for Travel ACT#:

*Compensation of O/T is subject to applicable rules and regulations.

SIGNATURE OF APPROVING OFFICIAL

DATE

ORI

EPER P A%

DNFSB F 212.1-1:43003



Comp Time for Official Travel 7

Eligibility

The new compensatory time off applies to all Board, including DN ’;mnployees. It does not apply to
Board Members or Senior Executive Service (SES) employees.

Notification and Approval Procedures

The traveler completes the “Individual Advance Travel Notification™ form online per normal procedure.
If the traveler is requesting Comp Time for Travel, he/she should check the box next to “Travel Comp
Time will be requested for one or more travel segments of this trip.”

The advance travel notification form goes to the traveler's immediate supervisor, the traveler’s secretary,
and the OGM travel planning staff for information and action. The secretary and traveler will receive a
copy of the itinerary and Comp Time for Travel Worksheet with the assigned Act Number.

Travel Authorization

The electronic Travel Authorization form contains the planned travel information. In the “Remarks”

section of the Travel Authorization, the secretary should type the following statement for the review and
approval of the traveler’s immediate supervisor.

“XX hours of comp time for this travel is requested”

In approving the travel authorization, the supervisor is authorizing the traveler’s requested comp time in
advance of the trip. The Board allows employees to accumulate Comp Time for Travel in increments of
15 minutes. The traveler will provide the secretary with the number of comp time hours requested by
completing the Comp Time for Travel Worksheet:

Travel Voucher

If the travel authorization is approved with a comp time request, the traveler must fill out the attached
Overtime Request/Approval Form immediately upon his/her retumn from travel and provide this form to
the timekeeper for supervisory approval and entry into the T&A reporting system (WebTA). This form
will be included in the travel documents package, along with the travel voucher information sheet, travel
authorization, and applicable airline tickets.

It is important that the traveler properly fill in the data fields on this form, recording the dates and the
actual number of comp time hours for travel earned on the trip, checking the “Compensatory Time for
Travel” box and entering the Act Number from the itinerary or Travel Authorization. The timekeeper
will attach a copy of the Travel Authorization to the Overtime Request/Approval Form and ensure that
the appropriate approving official signs it. The timekeeper will then enter the comp time information in
the T&A system for the appropriate pay period.



The travel voucher must be completed and submitted for payment within 5 business days.

If a traveler encounters a situation where comp time for travel may be required after a trip has

commenced, the traveler should contact his/her supervisor if possible to obtain advance approval for the
comp time request.

Timekeeper Procedures for Recording Comp Time for Travel Earned and Used

Timekeepers will establish a column on the employee Individual Leave Record (ILR) to track accrual
and use of Comp Time for Official Travel. Changing the heading for the Credit Hours Column to Comp
Time Travel will serve the purpose. Comp Time for Travel will be posted to this column as it is earned
and removed as it is used. Since comp time for official travel expires if not used within 26 pay periods

from the pay period in which it is credited, travel comp time used should be charged against the oldest
comp time earned.

Approved Overtime Request/Approval Forms (original) must be turned in to the master timekeeper in
OGM along with the pay period’s supporting documentation (for the pay period in which the travel
occurred) before 12 o’clock (noon) on the Monday following the end of the pay period.

When an employee travels during the first week of a pay period, the timekeeper should enter the Comp
Time for Travel Eamed on the Individual Leave Record (ILR) and in WebTA before the end of the pay
period (after supervisory approval of the “Actual” hours). When travel occurs within the second week of
the pay period, it may be necessary for the timekeeper to do a Correction timecard in WebTA to add
the Comp Time for Travel Earned for the pay period that ended the week before. Timekeepers must
ensure that an accurate ACT number is referenced on the Overtime Request/Approval Form for future
audit purposes. The documentation should be provided to the master timekeeper in OGM as soon as the
correction card is certified and the BPD Payroll office is notified to process the correction timecard.

A copy of the Overtime Request/Approval Form should be retained by the timekeeper. The copy will be
included in the employee’s travel folder. The secretary may attach a copy of the Comp time for Travel
Worksheet behind the Overtime/Request/Approval Form, for Supervisory reference, if the supervisor
prefers to review it before approval “Actual” hours.

Using Comp Time for Travel

Employees wishing to use accumulated Comp Time for Travel should fill out a standard leave request
form (SF-71) and obtain the normal supervisory approval(s). In the “Remarks™ section of the leave
request form, the traveler should clearly indicate that the leave should be charged against his/her Comp
Time for Travel balance. Since Comp Time for Travel expires after 26 pay periods from the date it was
originally credited, employees must track their individual comp time earning dates.



Examples for Calculating Compensatory Time Off for Official Travel

Compensatory time off for official travel can be earned for the time that: (1) an émployee actually
spends traveling between the official duty station and the temporary duty station (TDY), plus usual
waiting time that precedes or interrupts such travel; and (2) occurs outside the employee’s approved
working hours. '

Comp Time for Travel Rules:

b2 Travel between the official duty station (airport) and the temporary duty stations
(hotel/business) are the basis for the computation of comp time for travel.

> Always use the local time of the city the traveler is in when calculating the departure and
arrival times.

> The waiting time at airport prior to departure or the time from hotel/business to airline
departure may not exceed two (2) hours. (In certain circumstances, an extended drive time
from your TDY hotel to the airport will be considered in calculating allowable comp time.)

¥ Comp time for travel can be earned in 15 minute increments.

If travel date/time is changed for personal convenience, any delays/cancellations are the responsibility
of the traveler and are not creditable for comp time for travel. Compute comp time for travel as if
traveler was departing on the official travel date.

Examples are attached:

EXAMPLE 1 - Official Travel During Regular Working Hours
EXAMPLE 2 - Travel to Multiple Temporary Duty Stations
EXAMPLE 3 - Official Travel Begins on Sunday

EXAMPLE 4 - Same as Example 3 Except Flight Is Delayed Two Hours

EXAMPLE 5 - Employee Changes Schedule for Personal Convenience and Encounters Delays



EXAMPLE 1 - Official Travel During Regular Working Hours

F

Employee to travel to temporary duty (TDY) on Monday and return on Friday. The employee’s
regular working hours are 8:00a to 4:30p.

eparti ial Du tio TD i ot

Flight departs at 10:10a on Monday and lands at TDY at 2:39p; traveler arrives at hotel at 3:40p.

Time is computed from arrival at airport at official duty station to business/hotel at temporary
duty station.

Traveler arrives at airport - 8:10a
8:10a - 10:10a - wait time at airport is within regular 0:00 hr
working hours; therefore no comp time for travel eamned

Flight times - 10:10a - 2:39p
Flight time within regular working hours; therefore 0:00 hr
no comp time for travel earned

Traveler arrived at business/hotel at TDY — 3:40p
2:39p - 3:40p - travel time within regular working 0:00 hr
hours; therefore no comp time for travel eared

i Y on Frida ia tation

Flight departs at 7:00a and lands at airport at official duty station at 2:45p. Time is computed from
business/hotel at TDY to airport at official duty station,

Traveler leaves business/hotel and goes to airport - 5:00a
5:00a - 7:00a - outside of regular working hours; 2:00 hr
therefore comp time for travel is earned

Flight Times — 7:00a - 2:45p

7:00a - 8:00a - outside of regular working hours; 1:00 hr
therefore comp time for travel is eamed;
8:00a - 2:45p - within regular working hours; 0:00 hr

therefore no comp time for travel earned

Total Comp Time for Travel Earned for Example 1 3:00 hr
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EXAMPLE 1

w

Page 1
14Feb05 09:31:33

T0OO00000E& TOO00000
The booking locator is 4CBL46. The fare is $464.30.

28Feb05

Monday ASSOCIATE NAME SERVICE CHARGE
ITEM COST USD 0.00
AMOUNT DUE USD B0.00X0.00T0.00
‘TTL*FARE*WITH"FEE 464.30

S AIR American Airlines Flight# 1615 Class: Y
28Feb05 10:10am  From: Washington Dulles OC, USA To: Dallas/Ft Worth TX, USA
Monday Meal:

Equip: McDonnell Douglas MD Status: Confirmed
Arrival: 26Feb0S Monday 12:34pm

Seat:25-D

Stops: 0

ARRIVE TERMINAL C

American Airines locator: BYYRPB

AA Frequent Flyer# \

e AIR American Airlines Flight# 649 Class: Y
28Feb05 01:51pm  From: Dallas/Ft Worth TX, USA To: Albuguergue NM, USA
Monday Meal: None

Equip: McDonnell Douglas MD Status: Confirmed

Arrival: 28Feb05 Monday 02:39pm
Seat:21-B

Stops: 0

DEPART TERMINAL C

American Airlines locator: BYYRPR

AA Frequent Flyer#

e CAR Pick Up City: Albuguerque NM, USA
28Feb05 Avis Rent A Car TYPE: Inter Car Auto Alc
Monday Conf#: 12234050US3 PEXP Rate:50.00USD

Drop off: 04Mar05 Albuquerque NM, USA

Rate Info: USD 50.00Day Uimtd 50.00Xtra Day Uimtd 17.00Xtra Hr Uimtd
/RC-BMATO1/ARR-AADE49-1439/DT-0600/MNM
/ .GICD-A555500/D-L3YS2A/RI-APPROX TOTAL 281.80 USD INCLUDES
TAXES-FEES-SURCHARGES/SA-CONCESSION RECOVERY FEE MAY
APPLY/CF-12234050US3 PEXP
Arrival Time: 1439
Dropoff Time: 06:00am

==y HOTEL Quality Inn And Sts Los Alamos

28Feb05 2175 TRINITY DRIVE LOS ALAMOS NM 87544

Monday Phone: 505 662 7211 Fax:505 661 7714
Number of Rooms: 1 Room Guaranteed
Confirmation: 892560998 GRQ ) Rate: 61.00USD
Check Out: 03Mar05 Thursday
Cancellation note: CANCEL BY 4 PM LOCAL HTL TIME DOA

continued—
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A%E EXAMPLE 1 - Continued
i Page 2
(= HOTEL Hilton Gi Albuquergque Airport

Q3Marts 2601 YALE BLVD SE ALBUQUERQUE NM 87106

Thursday Phone: 505 765 1000 Fax505 243 2200
Number of Rooms: 1 Room Guaranteed
Confirmation: 3204461862 GRQ _ Rate: 68 00USD

Check Qut: 04Mar(5 Friday
Cancellation note: 6PM CXL ON ARR DATE
YOUR FREQUEST GUEST NUMBER Is (b)(6)

Sy AR American Airdines Flight# 2202 Class: Y
0O4Mar05 07.00am  From: Albuquerque NM, USA To: Daltas/Ft Worth TX USA
Friday Meal. None

Equip: McDonnell Douglas MD Status: Confirmed
Armval: 04Mar05  Friday 09:41am

Seat27-D

Stops: 0

ARRIVE TERMINAL C

American Arfines locator: BYYRPB

AA Frequeni Flyers

Sphe AIR American Alrlines Flight# 1446 Ciass: Y
04Mar05 11:03am  From: Dallas/Ft Worth TX, USA To: Ronald Reagan Nt Apt, USA
Friday Meal: N/A

Equip: VA Status: Confirmed
Arrival: 04Mar05  Friday 02:45pm
Seal:28-D

American Aidines locator RYYRPB
AA Frequent Flyerd

29May05

Sunday ASSOCIATE NAME THANK YOU FOR USING ADVENTURE TRAVEL
YOUR RESERVATION IS CONFIRMED
TICKETING WILL TAKE PLACE ON 24FEB

YOUR V.I.P. CODE IS KSW " ADTRAV TRAVEL MANAGEMENT
ANY CHANGES IN ITINERARY MAY INCREASE COST.

IF YOU HAVE NOT UPDATED OR CREATED YOUR PROFILE
PLZ VISIT REZPROFILER ACCESSED VIA GSA INSITE
ADTRAV TRAVEL MANAGEMENT *NUCLEAR FACILITIES DESK*
OPEN MON-FRI 630AM-730PM CT 1877-472-6716

FOR ASSISTANCE AFTER 730PM 1-800-510-2835

USING CONTRACT CARRIER OUTBOUND

USING CONTRACT CARRIER RETURN

TICKET COST*"$464.30

SERVICE FEE™"$§0.00

TOTAL COST™""§464.30

YOUR RESERVATION IS CONFIRMED. TICKET DATE IS 24FEB

Fe3FAX® Capyright © 2005C krformation Sy 3, Inc,, Bloomington, IN- Rel no 34280122



EXAMPLE 2 - Travel to Multiple Temporary Duty Stations

I
Employee to travel to temporary duty (TDY) on Friday, work official hours on Saturday and Sunday,
continue to next TDY on Monday, and return to official duty station on Friday. The employee’s
regular working hours are 8:00a to 4:30p, Monday-Friday.

ing Official Duty Stati ' Y Busi fte

Flight to first TDY departs on Friday at 5:59p and lands at TDY airport at 7:43p. Traveler arrives at

hotel at 9:00p. Time is computed from arrival at airport at official duty station to business/hotel
at temporary duty station.

Traveler arrives at airport - 3:59p

3:59p - 4:30p - wait time at airport is within regular 0:00 hr
working hours; therefore no comp time for travel earned;
4:30p - 6:00p - wait time at airport is outside of regular 1:30 hr

working hours; therefore comp time for travel is earned

Flight times - 5:59p - 7:43p 1:45 hr
Flight time outside of regular working hours;
therefore comp time for travel is earned

Traveler arrives at hotel - 9:00p
7:43p - 9:00p - travel time is outside of regular 1:15hr
working hours; therefore comp time for travel is carned
Departing TDY Hotel to 2™ TDY location on Monday
Flight departs TDY airport on Monday at 9:13a and lands at 2™ TDY airport at 10:33a. Traveler

arrives at business/hotel at 11:15a. Time is computed from business/hotel at 1* TDY to
business/hotel at 2™ TDY.

Traveler leaves hotel and arrives at airport - 7:30a

7:30a - 8:00a - outside of regular working hours; 0:30 hr
therefore comp time for travel is eamned;
8:00a - 9:13a - within regular working hours; therefore 0:00 hr

no comp time for travel is earned

Flight times - 9:13a- 10:33a 0:00 hr
Flight time is within regular working hours;
therefore no comp time for travel eared

Traveler arrives at business’hotel - 11:15a 0:00 hr

10:33a - 11:15a - travel is within regular working
hours; therefore no comp time for travel is eamed

Example 2 — Continues



EXAMPLE 2 - Continued
Departing TDY on Friday to Official Duty Station

Flight departs at 7:00a and lands at airport at official duty station at 2:45p. Time is computed from
business/hotel at TDY to airport at official duty station

Traveler leaves hotel and goes to airport — 5:00a
5:00a - 7:00a - outside of regular working hours; 2:00 hr

therefore comp time for travel is earned

Flight times — 7:00a - 2:45p

7:00a - 8:00a - is outside of regular working 1:00 hr
hours; therefore, comp time for travel is eamed;
8:00a - 2:45p - is within regular working hours; 0:00 hr

therefore no comp time for travel earned

Total Comp Time for Travel Earned for Example 2 8:00 hr
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EXAMPLE 2

E4003517 @E4003517
The booking locator is APVWDH. The fare is $802.30.

rage 1013

@

Page 1

© 22Feb0S 11:09:13

ASSOCIATE NAME SERVICE CHARGE
ITEM COST USD 0.00

AMOUNT DUE USD B0.00X0.00T0.00
“TTL*FARE*"WITH"FEE 902.30

25Feb05 05:58pm
Friday

AIR Delta Airlines
From: Ronald Reagan Ntl Apt, USA
Meal: None

Equip: McDonnell Douglas MD
Arrival: 25Feb05 Friday

Flight# 1147 Class: Y
To: Cincinnati OH, USA

Status: Confirmed
07:43pm

Stops: 0

DEPART TERMINAL B
ARRIVE TERMINAL 3

Delta Airlines locator. POOOEX

=
25Feb05
Friday

HOTEL Sheraton Corporation Four Points Cincinnati Downtw
150 WEST FIFTH STREET CINCINNATI OH US 45202 2393
Phone: 513 357 5800 Fax:513 357 5810
Number of Rooms: 1

Confimation: C151211460

Check Out: 28Feb05 Monday

Cancellation note: CXL AFTR25FEBOSTM18.00 AMT:87.00 USD
NON SMK KNG

Room Guaranteed
Rate: 87.00USD

e
28Feb05 09:13am
Monday

AIR Delta Airlines

From: Cincinnati OH, USA
Meal: Snackbrunch

Equip: Boeing 737-800 Jel

Flight# 1405 Class: Y

Status: Confirmed

Amival: 28Feb05 Monday 10:33am
Seat:118

Slops: 0

DEPART TERMINAL 3

Delta Airines locator: POOOEX

To: Albuguerque NM, USA

— HOTEL Quality Inn And Sts Los Alamos
28Feb05 2175 TRINITY DRIVE LOS ALAMOS NM 87544
Monday Phone: 505 662 7211 Fax:505 661 7714

Number of Rooms: 1

Room Guaranteed
Confirmation: 89282362 GRQ Rate: 61.00USD
Check Out: 03Mar05 Thursday
Cancellation note: CANCEL BY 4 PM LOCAL HTL TIME DOA
YOUR FREQUEST GUEST NUMBER IS (b) (6
YOUR FREQUEST GUEST NUMBER IS\ §
YOUR FREQUEST GUEST NUMBER IS

continued—
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EXAMFPLE 2-—continued
Page 2

| HOTEL Hilton Gi Albuquerque Aimpori
03Mar05 2601 YALE BLVD SE ALBUQUERQUE NM 87106
Thursday Phone: 505 765 1000 Fax:503 243 2200

Number of Rooms: 1 Room Guaranteed

Confirnation: 3202761962NSCONF GRQ Rate: 68.00USD

Check Oul: 04Mar03 Friday
Cancellation note: 6PM CXL ON ARR DATE
NON SMK KNG

YOUR FREQUEST GUEST NUMBER IS (b) (6)
YOUR FREQUEST GUEST NUMBER 1S \ :
YOUR FREQUEST GUEST NUMBER 15

YOUR FREQUEST GUEST NUMBER IS

YOUR FREQUEST GUEST NUMBER IS

.
04Mar05 07:00am
Friday

AIR American Airlines Flight# 2202 Class: Y
From: Albuquerque NM, USA To: Dallas/Ft Worth TX, USA

Meal: None

Equip: McDonnell Douglas MD Status: Confirmed
Amival: 04Mar0S  Friday 09:41am

Seat:29-D

Stops: 0

ARRIVE TERMINAL C

American Airdines lncator: ELTRMB

AA Frequent Flyerh

[
04Mar05  11:03am
Friday

AIR American Aidines Flight# 1446 Class: Y
From: Dallas/Ft Werth TX, USA To: Ronald Reagan Ntl Apt, USA

Meal:

Equip: McDonnell Douglas MD Status: Confirmed
Amival: 04Mar05  Friday 02:45pm

Seat:30-D

Stops: 0

DEPART TERMINAL C

ARRIVE TERMINAL B

American Airlines locator: EI TRMB

AA Frequenti Flyer# L

29May0s
Sunday

ASSOCIATE NAME THANK YOU FOR USING ADVENTURE TRAVEL
YOUR RESERVATION IS CONFIRMED

TICKETING WILL TAKE PLACE ON 24FEE

ResFAX® CopyTight © 2005Cormerstone information Systems, Inc, Bloamingion, N - Ref no 40156426



EXAMPLE 3 - Official Travel Begins on Sunday )
Employee to travel to temporary duty (TDY) on Sunday for official business Monday morming, then

return to official duty station on Friday. The employee’s regular working hours are 8:00a to 4:30p,
Monday-Friday.

Departing Official Duty Station on Sunday to TDY Business/Hotel

Flight to TDY departs on Sunday at 5:11p and lands at TDY airport at 9:59p. Traveler arrives at
business/hotel at 11:00p. Time is computed from arrival at airport at official duty station to
business/hotel at temporary duty station.

Traveler arrives at airport - 2:15p
2:15p - 5:11p - wait time at airport is outside of regular 2:00 hr
working hours (Sunday); therefore comp time for travel is eamed
(Waiting time may not exceed 2 hours)

Flight times - 5:11p - 9:59p 4:45 hr
Flight time is outside of regular working hours;
therefore comp time for travel is earned

Traveler arrives at business/hotel - 11:00p
9:59 - 11:00p - travel time is outside of regular 1:00 hr
working hours; therefore comp time for travel is earned

Departing TDY on Friday to Official Duty Station

Flight departs at 4:35p and lands at airport at official duty station at 10:29p. Time is computed from
business/hotel at TDY to airport at official duty station

Traveler leaves business/hotel and goes to airport — 2:35p
2:35p - 4:35p - within regular working hours; therefore 0:00 hr
no comp time for travel is earned

Flight times — 4:35p - 10:29p
4:35p - 10:29p - is outside of regular working hours; therefore 6:00 hr
comp time for travel is earned

Total Comp Time for Travel Earned for Example 3 13:45 hr
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EXAMPLE 3 and 4

rage 1o

%

; Page 1

17Feb05 13:01:54

The boowing locator is 4CZ8QU. The fare is $773.30.

27Feb05
Sunday

ASSOCIATE NAME SERVICE CHARGE
ITEM COST USD 0.00

AMOUNT DUE USD B0.00X0.00T0.00
“TTL"FARE*WITHFEE 773.30

27Feb05
Sunday

05:11pm

AIR American Airiines

From: Baltimore Wash MD, USA
Meal:

Equip: McDonnell Douglas MD
Arrival: 27Feb0S Sunday
Seat:28-D -

Stops: 0

American Airlines locator: HIPSGR
AA Frequent Flyer# -

07:45pm

Flight# 2478 Class: Y
To: Dallas/Ft Worth TX, USA

Status: Confirmed

27Feb05
Sunday

08:51pm

AIR American Airines

From: Dallas/Ft Worth TX, USA
Meal: None

Equip: ERJ-145 Jet

Amival: 27Feb05 Sunday
Seat.04-B

Stops: 0

OPERATED BY AMERICAN EAGLE
American Airlines locatnr HIPSRR
AA Frequent Flyer#

09:58pm

Flight# 3475 Class: Y
To: Amarillo TX, USA

Status: Confirmed

=
27Feb05
Sunday

HOTEL Luxe Worldwide Hospitality Ambassador Hotel

3100 140 WEST AMARILLO TX 79102
Phone: B06-358-6161

Number of Rooms: 1

Confirmation: CYCTN4C

Check Out: 04Mar05 Friday

Fax:806-358-9869

Room Guaranteed
Rate: 66.00USD

Cancellation note: CANCEL BY 4PM DAY OF ARRIVAL

04Mar05
Friday

04:35pm

AIR American Airiines
From: Amarillo TX, USA
Meal: None

Equip: Embraer RJ140 Jet
Amival: 04Mar05  Friday
Seat:03-A

Stops: 0

OPERATED BY AMERICAN EAGLE
American Airines locator: HIPSGR

AA Frequent Flyer# S

05:41pm

Flight# 3772 Class: Y
To: Dallas/Ft Worth TX, USA

Status: Confirmed

ResFAXE C.

continued—
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ADVENTURE EXAMPLE 3 and 4—continued
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! Page 2
N AIR American Airlines Flight# 318 Class: Y
04Mar05 06:46pm  From: Dallas/Ft Worth TX, USA To: Ronald Reagan Nt Apt, USA
Friday Meal: N/A
Equip: N/A Status: Confirmed
Armrival: 04Mar0S  Friday 10:29pm
Seat:24-D

American Airlines locator: HIPSGR
AA Frequent Flyer# ~

28May05

Saturday ASSOCIATE NAME THANK YOU FOR USING ADVENTURE TRAVEL
YOUR RESERVATION IS CONFIRMED
TICKETING WILL TAKE PLACE ON 24FEB

YOUR V.I.P. CODE IS K5W * ADTRAV TRAVEL MANAGEMENT
ANY CHANGES IN ITINERARY MAY INCREASE COST.

IF YOU HAVE NOT UPDATED OR CREATED YOUR PROFILE
PLZ VISIT REZPROFILER ACCESSED VIA GSA INSITE
ADTRAV TRAVEL MANAGEMENT *NUCLEAR FACILITIES DESK*
OPEN MON-FRI 630AM-730PM CT 1877-472-6716

FOR ASSISTANCE AFTER 730PM 1-800-510-2835

USING NONCONTRACT CARRIER OUTBOUND

USING CONTRACT CARRIER RETURN

"NO CONTRACT CITY PAIR FROM IAD TO AMA™
***DECLINED CAR...RIDING WITH SOMEONE™*

YOUR RESERVATION IS CONFIRMED. TICKET DATE IS 24FEB
TICKET COST*™$773.30

SERVICE FEE™"$0.00

TOTAL COST™"§773.30

YOUR RESERVATION IS CONFIRMED. TICKET DATE IS 24FEB

ight © Y Inc., Bl ington, IN - Ref po 46386130



EXAMPLE 4 - Same as Example 3 Except Flight Is Delayed Two Hours

Employee to travel to temporary duty (TDY) on Sunday for official business Monday morning, then
return to official duty station on Friday. Flight to TDY is delayed 2 hours. The employee’s regular
working hours are 8:00a to 4:30p, Monday-Friday.

Departing Official Duty Station on Sunday to TDY Business/Hotel

Flight to TDY is scheduled to depart on Sunday at 5:11p and land at TDY airport at 9:59p, but there is
a two hour delay when traveler gets to airport. Traveler arrives at hotel at 1:00a on Monday. The
employee’s regular working hours are 8:00a to 4:30p, Monday-Friday. Time is computed from
arrival at airport at official duty station to business/hotel at temporary duty station.

Traveler arrives at airport - 3:15p

3:15p - 5:11p - wait time at airport is outside of regular 2:00 hr
working hours (Sunday); therefore comp time for travel is earned;
5:11p - 7:11p - additional wait time due to delay is outside 2:00 hr

of regular working hours; therefore comp time for travel is earned

Flight times - 7:11p - 11:59%p 4:45 hr
Flight time is outside of regular working hours; therefore
comp time for travel is eamed

Traveler arrives at hotel - 1:00a on Monday
11:59p - 1:00a - travel time is outside of regular working hours; 1:00 hr
therefore comp time for travel is earned

ing TDY on Fri i i

Flight departs at 4:35p and lands at airport at official duty station at 10:29p. Time is computed from
business/hotel at TDY to airport at official duty station

Traveler leaves business/hotel and goes to airport — 2:35p
2:35p - 4:35p - within regular working hours; therefore 0:00 hr
no comp time for travel is earned

Flight times — 4:35p - 10:29%p
4:35p - 10:29p - is outside of regular working hours; 6:00 hr
therefore comp time for travel is earned

Total Comp Time for Travel Earned for Example 4 15:45 hr



EXAMPLE 5 - Employee Changes Schedule for Personal Convenience and Encounters Delays

Employee to travel to temporary duty (TDY) on Thursday and return on Friday. However, employee
returns on Sunday evening for personal convenience. Flight on Sunday evening ig-delayed 2 hours.
The employee’s regular working hours are 8:00a to 4:30p, Monday-Friday. -

Flight departs at 9:24a on Thursday and lands at TDY at 5:1 Spi traveler arrives at hotel at 6:30p.

Time is computed from arrival at airport at official duty station to business/hotel at temporary
duty station.

Traveler arrived at airport — 7:20a
7:20a - 9:24a - a portion of the wait time at airport is outside of 0:45 hr
regular working hours; therefore comp time for travel is eamed

Flight times — 9:24a - 5:15p

9:24a - 4:30p - is within regular working hours; therefore 0:00 hr
no comp time for travel is earned;
4:30p - 5:15p - is outside of regular working hours; therefore 0:45 hr

comp time for travel is eamed

Traveler arrived at business/hotel at TDY - 6:30p 0:45 hr
5:15p - 6:30p - is outside of regular working hours; therefore
comp time for travel is eamed

uty Station (offici v was Frida

Date changed for personal convenience. Any delays are the responsibility of the traveler and are

not creditable for comp time for travel. Compute as if traveler was departing on official travel
date.

Friday flight scheduled to depart at 4:32p and land at official duty station airport at 9:27p. Sunday
flight is delayed 2 hours and departs at 6:30p and lands at airport at official duty station at 11:30p.
Time is computed from business/hotel at TDY to airport at official duty station.

Traveler leaves business/hotel and goes to airport — 2:30p

2:30p - 4:32p - Friday schedule is within regular working 0:00 hr
hours; therefore no comp time for travel is eamed;
4:32p - 6:32p - flight delayed 2 hrs (non-creditable time) 0:00 hr
(Employee changed departure date to Sunday for personal
convenience)

Flight times — 6:30p - 11:30p

4:32p - 9:27p - Friday schedule outside of regular working 5:00 hr
hours; therefore comp time for travel is eamed
9:27p - 11:30p - flight delayed 2 hrs (non-creditable time) 0:00 hr
(Employee changed departure date to Sunday for personal
convenience)

Total Comp Time for Travel Earned for Example 5§ 7:15 hr
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24Jan05 15:12:59
EBaH13STEEeeH33E
The booking locator is N2EX33. The fare is $477.30.

27Jan05
Thursday

ASSOCIATE NAME SERVICE CHARGE
ITEM COST USD 0.00

AMOUNT DUE USD B0.00X0.00T0.00
*TTL*FARE*WITHFEE 477.30

b
27Jan05 09:24am
Thursday

AIR American Airlines Flight# 1648 Class: Y
From: Albuquerque NM, USA To: Dallas/Ft Worth TX, USA
Meal: None

Equip: McDonnell Douglas MD Status: Confirmed

Arrival: 27Jan05 Thursday 12:05pm

Stops: 0
ARRIVE TERMINAL C
American Airlines locator: GKFVTO

P .
27Jan05 01:31pm
Thursday

AIR American Airines Flight# 1296 Class: Y

From: Dallas/Ft Worth TX, USA To: Ronald Reagan Ntl Apt, USA
Meal: '
Equip: McDonnell Douglas MD Status: Confirmed

Amival: 27Jan05 Thursday 05:15pm

Seat:15-A

Stops: 0

DEPART TERMINAL C

ARRIVE TERMINAL B

American Airlines locator: GKFVTO

27Jan05
Thursday

HOTEL Ritz-cariton Htis Ritz Cariton Washington Dc

1150 22ND ST NW WASHINGTON DC 20037

Phone: 202-835-0500 Fax202-835-1588

Number of Rooms: 1 Room Guaranleed
Confirmation: 80821396 Rate: 153.00USD
Check Out: 28Jan05 Friday

Cancellation note: CANCEL PERMITTED UP TO 12PM DAY OF ARRIVAL, HOTEL

TIME. § 153.00 CANCEL PENALTY PER ROOM.

28Jan05 04:32pm
Friday

AIR American Airines Flight# 1663 Class: Y
From: Ronald Reagan Nt Apt, USA To: Dallas/Ft Worth TX, USA
Meal:

Equip: McDonnell Douglas MD Status: Confirmed

Arrival: 28Jan05 Friday 06:59pm

Stops: 0

DEPART TERMINAL B

ARRIVE TERMINAL C

American Airlines locator: GKFVTO

continued—
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RE EXAMPLE 5-—continued
TRAVEL

Page 2
—— AIR American Airfines Flight# 1529 Clasg’ Y |
28Jan05 08:38pm  From: Dallas/Ft Worth TX, USA To: Albuquerque N, USA
Friday Meal: N/A
Equip: N/A Status: Confirmed
Arrival: 28Jan05  Friday 09:27pm
Seat:18-F

American Airiines locator; GKFVTO

27Apr05

Wednesday ASSOCIATE NAME THANK YOU FOR USING ADVENTURE TRAVEL
YOUR RESERVATION IS CONFIRMED
TICKETING WILL TAKE PLACE ON 27JAN

YOUR V.I.P. CODE IS K5W * ADTRAV TRAVEL MANAGEMENT
ANY CHANGES IN ITINERARY MAY INCREASE COST.

IF YOU HAVE NOT UPDATED OR CREATED YOUR PROFILE
PLZ VISIT REZPROFILER ACCESSED VIA GSA INSITE
ADTRAV TRAVEL MANAGEMENT *NUCLEAR FACILITIES DESK*
OPEN MON-FRI 630AM-730PM CT 1877-472-6716

FOR ASSISTANCE AFTER 730PM 1-800-510-2835

USING CONTRACT CARRIER OUTBOUND

USING CONTRACT CARRIER RETURN

""ASSIGNED SEATING CLOSED ABQ TO DFW™

**ASSIGNED SEATING CLOSED DCA TO DFW™

TICKET COST™"$477.30

SERVICE FEE™$0.00

TOTAL COST™*§477.30

YOUR RESERVATION IS CONFIRMED. TICKET DATE IS 27JAN
DECLINED CAR

ResFAX® Copyright © 20 Systems, lnc., 8)

gton, iN - Ref no 54827004
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CONCUR Procedures

Title Updated

Travelers Review and Stamp Vouchers in CONCUR
[Supervisors Review and Approve TAs in CONCUR
iCreating a Travel Voucher in CONCUR

[Creating a Travel Authorization in CONCUR to send to
[Supervisor

[Creating a Miscellaneous and Local Voucher in CONCUR PDF

lAccounting Codes to Be Used in CONCUR

Websites

Department of Energy Commuter Information

o Department of Energy Home (energy.gov) o WMATA Metro

 Na ional Nuclear Security Administration * VRE Trains

* DepRep to DNFSB * MARC Trains
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s DOE Technical Standards Program * OPM Govemnment Status
» DOE National Phone Directory » Traffic Condi ions

+ Facility Representa ive Locator » Traffic Cameras
» ORPS System (secure) » Weather Forecast for DC

Human Resources

= BPD Cystomer Access Page
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» Thrift Savings Plan

e FSAFEDS (Health/Dependent Care)
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* Long Term Care Insurance
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Download
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s GSA Contract City-Pairs Fact Sheets

» GSA Domes ic Per-Diem Rate Finder

e GSA Fed Travel

* MapQuest

« Privately Owned Vehicle (POV) Mileage
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» Travel Card Training (GSA)
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Constitution Day 2008

On September 10, 2008, the DNFSB held its annual celebration of Constitution Day. DNFSB Staff participated in a Virtual
Scavenger Hunt and then gathered together to enjoy delicious barbecue provided by Red Hot & Blue. [These images are
all thumbnails; click for full size]

Agenda for Constitution Day 2008

The Scavenger Hunt

The Constitution Scavenger Hunt challenged DNFSB Staff Members to make connections between the United States

Constitution and the buildings, monuments, memorials, and other landmarks in Washington D.C. and hroughout the nation.

Some Things We Discovered

» George Mason refused to sign the Constitu ion because it didn't have a Bill of Rights.
George Mason Memonal

» The Lincoln Memonial displays the states and the years hey joined the United States of Amernica around he top.
Lincoln Memonal

» The Constitution does not mention the executive departments at all, but it does grant Congress the power to make laws
necessary for the government to run smoothly. Execu ive Departments are established as he needs of the nation
change and evolve.

Dept of Commerce Building
» A gathering of colonists at he Old South Church in Boston in 1773 inspired he Boston Tea Party.
Old Sou h Church

» The Federalist Papers, co-written by Alexander Hamilton, became a primary source of constitutional interpretation.

Hamilton Grange, then Hamilton Grange, Now

The Winners

1st — Ben Laake

2nd — Andrew Gerlach

3rd — Shelby Qualls

4th — Eric Rozek

5th — David Gutowski

6th — Matt Forsbacka

Tth — Matt Moury

8th — Yolanda Brown

Sth — Richard Tontodonato

A Special Prize

Bill Von Holle received a special prize for creativity and excellence in hand drawings.

Bill's National Archives Drawing Bill's Jefferson Memorial Drawing Bill's Pentagon Drawing
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Picnic 2009

Staff Photo 2009

Holiday Gala 2009

CFC Kickoff 2009

20th Anniversary
Independence Day 2009
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Constitution Day 2008

Event Photos CFC Kick-Off October 2008

Our fabulous prizes! Awaiting the amrival S ill awaiting the arrival. .. Have we starfed vet Yolanda exploring the beverage
table Red Hot & Blue gets FIVE STARS Food and fellowship mmMMM... Barbeque The Chairman More food and fellowship
Even more food and fellowship Fellowship and food Richard Azzaro adressing the delegates Rebecca Roberts presenting

. ; ] z 7 ; Annual Awards Ceremony
the prizes Ben Laake, 1st place winner Andrew Gerlach, 2d place winner Shelby Qualls (not pictured), 3rd place winner Eric 2008
Rozek, 4th place winner David Gutowski 5th place winner Matt Forsbacka, 6th place winner Matt Moury, 7th place winner
Yolanda Brown, 8th place winner Rich Tontodonato, 9th place winner Bill Von Holle, Staff's Award Recipient Alexis and
Adrian enjoving the guills

Constitution Day 2008

Shemy's Baby Shower
Nats vs. Reds 2008
Jay Deloach’s Farewell

Kent Fortenberry's Farewell
2008

Black History Month 2008

Combined Federal Campaign
Awards 2007

Barbara Rouse's Retirement

Dr. Winokur’s Re irement
Celebration

Websites

Department of Energy Commuter Information Travel Sites

*» Department of Eneray Home (energy.qov) = WMATA Metro » DOE Sites Travel Information

» Na ional Nuclear Security Administration o VRE Trains » FedRooms

+ DepRep to DNFSB » MARC Trains « GSA Contract City-Pairs Fare Finder

« Directives » Threat Advisory Status » GSA Contract City-Pairs Fact Sheets

» DOE Technical Standards Program = OPM Govemment Status » GSA Domes ic Per-Diem Rate Finder

» DOE National Phone Directory « Traffic Condi ions * G5SA Fed Travel

+ Facility Representa ive Locator » Traffic Cameras * MapQuest

+ DRPS System (secure) & Weather Forecast for DC & Privately Owned Vehicle (POV) Mileage
Reimbursement Rates

® Travel Card Training (GSA)

Human Resources

* BPD Customer Access Page

* NFC Employee Personal Page

« Thrift Savings Plan

+ FSAFEDS (Health/Dependent Care)
» BENEFEDS (Vision/Dental)

» Long Term Care Insurance

* CHECKBOOK Tool

» FOH "Workl ife For You"

* USA JOBS

* HR Points of Contact
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Log-in to CONCUR using your user ID and Password.

i Select the person “You are administering travel for’ at the top right of the Home screen.
(Do not click on any entries under the Recent Trips. Recent Vouchers or Awaiting Approval
section in the middle of the screen.)
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3.

Click on drop down, select Local Voucher.

* ? - A c X 2 ¥ =
hitps//cge.concursolutions.com/ Travel v Frame.asp?l 77 By - Google F:Conve
Back  Forward | & htps//cg P | Reload Stop. £k A | Downloads 22
Welcome, GEMMA FELIX @ Help | Log Out
Home  Travel Authorizations | Vouchers | Profile
View Vouchers  New Voucher
Voucher You are administering travel for:
v ROBERSON, JESSIEH,
Travel Authorization Create Review/Submit Approval
New Voucher
QUICK TIP
To select a traveler, click on the EID or Traveler Name lookup button, more
Traveler Name ROBERSON, JESSIEH
Document Type @ -
Local Voucher
PreTrip Voucher From Authorization
Vaoucher From Authorization
Click the Create Document button.
s -Vouch B e el
€ % 8 nopo 2
Welcome, NADINE LOTTIN
CONCUR
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Select the Type Code and Purpose from the drop down lists, then enter a Description of the
voucher. All fields noted with @ must be complete. Then click Create Document on the

top right of the screen.
. AT (T Bram | sy
[ coneur

—

Click on the Expense Tab. To add an expense fill-in the appropriate information in the Add
Expense Details to the right. Impertant-- Click Show Other Details on the right and enter a
short description of the expense under Comments (such as Roundtrip metro fare or Books
for training course at Cornell, etc.). Save after adding each expense.
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Go to the Summary tab. Cursor to the bottom and click Attach Receipt Images. Follow the
instructions to upload receipts to the voucher. Receipts are mandatory for all expenses over
$75. Vouchers cannot be approved without attached receipts if expenses are over $75.

Click on the Accounting Tab. Select the appropriate code(s) from the Favorite Accounting
Codes. If no Favorite Accounting Codes are shown, click on Add New Accounting and add
the Accounting codes from the list of codes provided by Nadine and Vera.

An accounting code must be in the Accounting for LVCHXXX field. If there are codes
under “Favorite Accounting Codes” above but no information under Accounting for the
document (i.e, LVCHXXX), select the applicable code from the Favorite Accounting Codes
and then click on @ to add to document. Note: If there are no codes under Accounting
for LVCHXXX, the traveler will not be paid.
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10.

11.

Click on the Totals tab and scroll down to Expense Category Details. Reimbursements for
Miscellaneous and Local Vouchers will be paid by Cash, directly to the traveler’s deposit
account. Review the information, then click Save & Calculate Totals on the top right.
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Click on the Confirmation tab. Select SUBMIT TO TRAVELER from the Status to Apply
drop down. Then click on Stamp and Submit Document on the top right.
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12. The next screen will show Pre-Audits. Any Fails may need to be justified. Any Hard Fails

will not allow you to proceed. Check the voucher for errors.

If you are unable to resolve a

Hard Fail, contact Nadine or Vera. If the voucher passes audit, click on the Continue

Stamping the Document on the top right.

Qi | logom

13. The Voucher will now be in the Traveler’s box, who will review it and submit it to their

Supervisor for Review and Nadine Loften for Approval.
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. : Travel Voucher in CONCUR
Log-in to CONCUR using your user ID and Password.

11 Select the person “You are administering travel for” at the top right of the Home screen. (Do
not click on any entries under the Recent Trips, Recent Vouchers or Awaiting Approval
section in the middle of the screen.)
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2. Click on the Vouchers tab, then click on New Voucher.
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Click on drop down and select Voucher From Authorization.
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Click on the Create Document button, then Click on the B icon to select the authorization

4
from the Document List.
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Check to make sure all fields marked @ are filled in correctly on the Document Information
tab. Then click on the Trip Information tab
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From the Depart Selection drop down select the departure location and repeat step for the
Return Selection. Note: This information will auto fill if Traveler Profile is completed in its
entirety. If not filled, type in the locations in the Depart From and Return To fields.

Confirm travel dates are correct in both locations. If not, make the changes then click Reset
Per Diem Conditions and Save Changes. Then click on Create Document on right.
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Go to the Expenses tab and add all expenses for which the traveler will be reimbursed. Make
sure you have selected the correct option for payment i.e., cash or credit card (IBA).

Edit, Add or Delete the expenses to match the information on the receipts and the travel
voucher information sheet. Do not include meals noted on the lodging receipts. Note each
expense on the day it was incurred. (For example, enter lodging taxes on each day, not as a
total.) Remember to hit Save after each entry.

[ concur &

Nk Ny R Wik NN K] =)

Go to the Summary tab. Cursor to the bottom and click Attach Receipt Images. Follow the
instructions to upload receipts to the voucher. Important — VVouchers cannot be approved
without attached receipts. Receipts are mandatory for all airfare, lodging, rental cars and any
expense over $75.

Click on the Accounting Tab. The Accounting information that was selected on the
Authorization should be in the Accounting for VCHXXX field. Note: If there are no codes
under Accounting for VCHXXX, the traveler will not be paid. If there are no codes
under Accounting for VCHXXXX, click on the Accounting tab and select the applicable
code from the Favorite Accounting Codes and then click on = to add to document.

A concur GSA
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9. Click on the Confirmation Tab. In the Status drop down, select Submit To Traveler. Then
click Stamp and Submit Document.

(@ CONCUR

Home Travel Authorizations | Vouchers | Profile
View Vouchers  New Voucher
i You are administering travel for:
9 ROBERSON, JESSIE H, +
Travel Authorization Create Review/Submit Approval
Search
Traveler: JESSIE ROBERSON Voucher VCHZ077 [TANUNM4402] View/Change Reservations | | View Linked Documents | | Submit || Print | Close |
Summary Profile General Expenses Exceptions Accounting Totals Confirmation Perform Pre-Audits
Stamp and Submit Document | Back | mext |

Status for VCH2077

i QUICK TIP
The Signature FIN is case sensitive.more

Status to Apply SUBMIT TO TRAVELER  ~

Reason  w
Remarks
Returnto -

Document Routing This is the rauting path the current document will take once routed
Name Status Level
ROBERSON, JESSIE H. SUBMIT TO APPROVER o

Display Full History

Current Document History This is the status history for this document

Date/Time Status Name Remarks

Reason Desc
03/04/2014 5:37:06AM CREATED FELIX, GEMMA F

NEW DOCUMENT VCH2077 TANUNM4402)

10. The next screen will show Pre-Audits. Any Fails may need to be justified. Any Hard Fails
will not allow you to proceed. Check the voucher for errors. If you are unable to resolve a

Hard Fail, contact Nadine or Vera. If the voucher passes audit, click on the Continue
Stamping the Document on the top right.
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11. The voucher will now be forwarded to the Traveler, who will review it and submit it to
Nadine Loften for approval.

Creating a Travel Voucher in CONCUR (Updated 5/20/2014)
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Dan Ogg Farewell

Websites

Department of Energy

» Department of Energy Home (energy.gov)
» Na ional Nuclear Security Administration
* DepRep to DNFSB

» Directives

¢ DOE Technical Standards Program

* DOE National Phone Directory

» Facility Representa ive Locator

* DRPS System (secure)

Human Resources

» BPD Customer Access Page

» NFC Emplovee Personal Page

» Thrift Savings Plan

» FSAFEDS (Health/Dependent Care)
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+ CHECKBOOK Tool

* FOH "WorkLife For You™
+ USA JOBS
* HR Points of Contact

Commuter Information

= WMATA Metro

* WVRFE Trains

= MARC Trains

» Threat Advisory Status

» OPM Govemment Status

« Traffic Condi ions
» Traffic Cameras
* Weather Forecast for DC

CFC Kick-Off October 2008
Constitution Day 2008

Annual Awards Ceremony
2008

Shemy's Baby Shower
Nats vs. Reds 2008
Jay Deloach's Farewell

Kent Fortenberry's Farewell
2008

Black History Month 2008

Combined Federal Campaign
Awards 2007

Barbara Rouse’s Retirement

Dr. Winokur’s Re irement
Celebration

Travel Sites
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» GSA Domes ic Per-Diem Rate Finder

s GSA Fed Travel

» MapQuest

= Pnvately Owned Vehicle (POV) Mileage
Reimbursement Rates

o Travel Card Training (GSA)




Dan Ogg Farewell

Home Documents Directives Technical Leqgal Administration Emplovee Info Training Travel




Targeted DNFSB

Customer HE. Sxea

Board Members On-site onboarding of Presidential Appointees

DHR Staff
Debbie (Veronica as backup)

Entire DNFSB Awards Ceremony

Jasmine (Missy as backup)

Awards Processing

orkers’ Compensation

Veronica (Debbie as backup)
Jasmine (Missy as backup)

Entire DNFSB
Entire DNFSB

Special Emphasis Programs

Missy (Jasmine as backup)
Veronica (Missy as backup)

Debbie (Missy as backup)

Performance Management - Tech Staff, GS Staff , and
Executives

Entire DNFSB

Reasonable Accommodation

Debbie (Jasmine backup)
Debbie (Veronica as backup)

Debbie (Missy as backup)

Employment Policy Questions - Leave, Work Hours etc.

Jasmine (Debbie as backup)

ime and Attendance Policy Issues

Benefits — Retirement, FEGLI, FEHB, FSA, Military Deposits,
EPP

Jasmine (Missy as backup)

Jasmine (Debbie as backup)

Student Loan Repayment Program (SLRP)

Debbie (Missy as backup)

Worklife & Wellness Programs

Jasmine (Missy as backup)

raining and Professional Development - AglLearn

External Audits (OIG, GAO, OPM, etc.)

Jasmine (Missy as backup)

Missy (Debbie as backup)

Veronica (Debbie as backup)

Records Management Liaison

Veronica (Jasmine as backup)

orkforce Planning Management

Recruitment for Executives

Missy (Veronica as backup)
Veronica {Debble as backup)

Staffing for Executives - Reassignments/Details /Promotions Veronica (Debbie as backup)

Pay Issues for Executives - payroll deductions, tax
ithholding, change of address, etc.

New Employee Orientation

Executives

New Employees

Veronica (Debbie as backup)

Jasmine (Missy as backup)

OGC & OGM Staff Staffing for GS Staff - Reassignments/Details/Promotions

Jasmine (Veronica as backup)

Pay Issues for GS Staff payroll deductions, tax withholding,
change of address, etc.

Debbie (Veronica as backup

Jasmine (Debbie as backup)

OTD Staff Recruitment for DN Staff Veronica (Jasmine as backup)
OTD Staff Staffing for DN Staff - Reassignments /Details/Promotions Veronica (Jasmine as backup)
OTD Staff Pay Issues for DN Staff payroll deductions, tax withholding, Varonion basmine asbadbug)

change of address, etc.
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Directives and Policy & Guidance Memos

Related Pages

Administration Homepage
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Joyce L. Connery, Chairman DEFENSE NUCLEAR FACILITIES
Jessie H. Roberson, Vice Chairman SAFETY BOARD

Sean Sullivan
Daniel J. Santos
Bruce Hamilton

Washington, DC 20004-2901

DEFENSE NUCLEAR FACILITIES SAFETY BOARD

DIVERSITY POLICY STATEMENT

The Defense Nuclear Facilities Safety Board (DNFSB) is committed to fostering, cultivating and
preserving a culture of diversity, inclusion, and respect. Workforce diversity is a collection of
individual attributes that together are the cornerstones of high organizational performance. All
individuals are welcome at DNFSB, and all individuals, regardless of race, color, religion, sex
(including gender identity, sexual orientation and pregnancy), national origin, age, disability,
genetic information, political affiliation, marital or parental status, or participation in prior Equal
Employment Opportunity (EEO) activity, will be treated with respect and dignity. Workforce
diversity also encompasses differences among people concerning where they are from and where
they have lived and their differences of thought and life experiences. By fostering an atmosphere
of inclusion and respect, we can continue to value and appreciate the strengths afforded by
differences in the styles, ideas, and organizational contributions of each person.

DNESB'’s diversity initiatives apply across the spectrum from recruitment to retirement, from
compensation to education, and from professional development to personal improvement. Our
diversity initiatives do not stop there, and we are striving to continue developing a work
environment built on our core values of excellence, respect, and integrity.

It is the policy of DNFSB to develop and maintain workforce diversity. Ensuring diversity helps
create a positive work environment where all employees have the opportunity to reach their full
potential and maximize their contributions to our mission. We want to foster an organizational
climate where employee diversity and mutual respect are catalysts for creativity and team
effectiveness.

We all share the responsibility to ensure diversity and inclusion throughout DNFSB. I encourage

all employees to actively embrace these principles in all that we do to deliver the best services
and to make DNFSB a best place to work based on principles of diversity.

Joyce L. Connery 4 d/](/' j 47'/‘-007

Signature

Chairman, Defense Nuclear Facilities Safety Board _ |Ime 1 3 z,alé'

Date ~



Defense Nuclear Facilities Safety Board
Shelter-in-Place Questions and Answers

These questions are designed to assist Board employees and contractors in preparing to
Shelter-in-Place should the need arise. If you have additional questions, please feel free to
contact Nate Melvin, Facilities Manager, a (D) (6) ,or (b) (6)

1. What is “Shelter-in-Place”?

Some emergency situations may make going outdoors dangerous. Leaving the area might take
too long or put occupants in harm’s way. In such a case, it may be safer for occupants to stay
indoors than to go outside. Shelter-in-Place is a protective action taken inside the building with
doors and windows closed, to minimize occupant’s chance of injury. Shelter-in-Place is
intended to keep occupants safe by directing them to a secure interior room with few or no
windows, and two or more points of entry. If a mandatory Shelter-in-Place is declared, Board
employees, contractors, outside experts, and visitors will be directed to meet at the designated
location for the floor where you are located. All doors will be closed and may be secured to
minimize any chance of injury when one of the following emergencies occurs outside the
building: severe weather (tornado, etc.); civil unrest; chemical release; and chemical, biological,
or radiological (CBR) or other attack.

2. What will the building security force do once occupants are told to Shelter-in-Place?

Immediately upon receiving a notification to Shelter-in-Place, security guards are required to
secure the building for all events except severe weather. If you are outside of the building when a
Shelter-in-Place occurs, you will be allowed to enter the lobby only if you have your DNFSB-
issued badge as identification. Security personnel will control building access (including all
parking level entrances), which will be limited to authorized points. If you are unable to return to
the building or must shelter-in-place at a different location, contact your supervisor as soon as
safely possible to report your location and condition.

3. What do | do when told to Shelter-in-Place?

Shelter-in-Place will normally be announced over the public address (PA) system; however,
notification may also take place via email, telephone, or even word-of-mouth.

Those with mobility concerns should notify a floor warden or supervisor of their location, and
then move towards the nearest Shelter-in-Place location. If possible a floor warden or supervisor
will obtain one of the Board’s emergency hand held radios and stay with the person in the event
a First Responder is required for further assistance.

If at all possible, Board employees and contractors should obtain their Survival Kits as well as
any necessary items (medications, purses, personal cell phones, cell phone chargers) before
meeting at the nearest shelter location. All available floor wardens will obtain the hand held
radios from their assigned stations, and assists staff and visitors to the nearest Shelter-in-Place
location.



Defense Nuclear Facilities Safety Board
Shelter-in-Place Questions and Answers

Severe Weather, Civil Unrest, Chemical Release, or CBR Attack— Go to the nearest Shelter-
in-Place location. Remain inside and close all doors connecting exterior offices to the corridor.
Designated Shelter-in-Place locations are:

a) 8" floor — Board conference room 8066
b) 7" floor — Kitchen room 7076

c) 4™ floor — Conference room 425

d) 3" floor — Conference room 352

4. Where will visitors and contractors go?

Upon notification to Shelter-in-Place, all Board employees, contractors, and outside experts
should assess their immediate area and identify any visitors. Visitors include anyone not
regularly assigned to DNFSB Headquarters including other Board employees, government
employees, contractors, and outside experts, as well as visiting family members or friends. Once
identified, direct visitor(s) to the appropriate Shelter-in-Place location. If visitor(s) insist on
leaving the building and it is safe to do so, escort them to the lobby, and allow the guards to help
them.

5. How long would we Shelter-in-Place?

Shelter-in-Place scenarios are anticipated to last only a few hours. However, while the danger
may pass quickly, the effect on the transportation system may prevent you from leaving the
immediate area for a longer period of time. Law enforcement and emergency responder
involvement may also prolong your release.

6. If we have to Shelter-in-Place, what will DNFSB provide?

Survival Kits have been issued to all employees and contractors assigned to Board headquarters.
This kit contains supplies to sustain a person for up to one day. A limited number of additional
kits and supplies for non- headquarters personnel are available at each Shelter-in-Place location.

7. Is the Board planning to buy protective masks or hoods for employees?

No. There are no immediate plans to buy protective masks or hoods for a CBR event. The Board
maintains N95 Particulate Respirator masks in stock (NIOSH). These masks are for Avian Flu
and other Pandemic scenarios to promote social distancing. Further information is available on
NIOSH’s website at http://www.cdc.gov/niosh.

In the event of a (CBR) incident, the building engineer may be instructed to immediately shut
down the Ventilation System to reduce the chance of contamination from entering the building.
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8. Will we be kept informed of occurring events?

Yes. The Board, like other Federal agencies, will receive guidance from the Department of
Homeland Security through the Office of Personnel Management (OPM). We may also receive
guidance from the District of Columbia (DC) government’s Homeland Security Emergency
Management Agency (HSEMA). OPM has announced that official directions will be sent over a
number of local radio stations, including WMAL 630 (AM). We have battery powered radios
and will be monitoring this news station and others. We will also monitor local television
stations where possible.

9. Where can | get more information on emergency preparedness in the National Capital
Region?

The DC government has published a disaster preparedness, prevention, and first aid manual
called “It’s A Disaster!” which can be accessed on our Emergency Preparedness page on the
intranet. This manual has detailed information on how to be ready and then act in all hazards
emergency events. If you do not have a hard copy of this manual in your office, please
download the manual in its pdf format at:
http://intranet.dnfsb.gov/admin/emergencypreparedness/emergencypreparedness.aspx

10. If I am told to Shelter-in-Place, do I have to stay?

A Board employee’s departure from the workplace will be handled on an individual basis and in
accordance with the Board’s requirements and administrative directives. Contractors, outside
experts, and visitors will be allowed to leave. If employees are cleared to leave the building, they
will exit through the building lobby where the guards will facilitate their departure through an
authorized point. If civil restrictions are mandated by law enforcement or public health officials,
no one will be allowed to leave the building until the issuing officials determine it is safe to do
S0.

11. What if I arrive at the building after it has been closed due to a chemical, biological, or
radiological incident?

If local health departments and law enforcement officials have instructed the community to
Shelter-in-Place due to a CBR incident, the guards at 625 Indiana Avenue are required to lock all
exterior doors and parking level gates. If you are unable to get back into the building, the DC
government has alternative shelters with ready-deployable decontamination equipment,
including tents, heaters, showers, water heaters, and other necessary supplies. Shelters should be
staffed with trained individuals. For security reasons, the locations of these alternative shelters
will not be announced until there is an immediate need to activate them.
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12. Is Employee Assistance available for my family and me?

Yes. The Employee Assistance Program can offer confidential counseling to you and your family
should you or someone you love needs help in coping with crisis. The number is 1-800-222-
0364.
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Defense Nuclear Facilities Safety Board 2

Purpose of Survey and Background

In the spring of 2015, Towers Watson assisted the Office of Inspector General (OIG) in assessing the
Defense Nuclear Facilities Safety Board (DNFSB) culture and climate. The OIG commissioned
Towers Watson to conduct a survey to evaluate the current culture and climate of DNFSB and
facilitate identification of the organization’s strengths and opportunities for improvement, as it
continues to experience significant challenges.

To do so, Towers Watson, in coordination with the OIG, was provided full discretion in terms of the
content that would be covered as well as access to DNFSB employees to conduct interviews and
focus groups regarding aspects of culture and climate at DNFSB.

Once developed, the survey was sent out to 107 employees in the spring of 2015. Through this
research initiative, the OIG’s goals were to:

[l Measure DNFSB’s organizational culture and climate to identify areas of strength and
opportunities for improvement,

[] Create a baseline measure to gauge future progress and improvement on key initiatives,

E

Understand the Key Drivers of Engagement (leverage points for improving engagement), and

(1 Provide, where practical, benchmarks for the findings against other similar organizations from
Towers Watson’s database.

To achieve these goals, the 2015 Culture and Climate Survey consisted of three distinct activities:

[l Review of the existing research and previous reports regarding the DNFSB culture and climate,

'] Qualitative design phase where a random sample of DNFSB employees, managers as well as
leaders were interviewed, and

[ Quantitative component consisting of a survey administered to all DNFSB employees.

The review of previous research on the DNFSB as well as interviews and focus group results served
as the basis for designing the 2015 survey questionnaire. The questions were comprised of items
from Towers Watson’s normative database as well as tailored items to address the unique topic of
DNFSB culture and climate.

After a brief review of the survey results and overview of the interview and focus group analysis, this
executive summary will highlight the quantitative results of the DNFSB’s survey. First, this summary
will examine the overall results, looking at specific areas of strength and opportunities for improvement
for the DNFSB. Category-level results will be compared with Towers Watson’s U.S. National

TOWERS WATSON (A_/
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Norm?,U.S. Research and Development Norm?, and U.S. Transitional Organizations Norm3.
Secondly, the summary will report internal comparisons such as job categories, job functions, and
years of service, where available. Finally, concluding observations and potential next steps will be
provided.

1 The Towers Watson U.S. National Norm is comprised of a weighted average of employee survey results from a cross-section
of industry sectors for operations located in the United States.

2 The Towers Watson U.S. Research and Development Functions Norm is comprised of a weighted average of survey results
from U.S. employees working in Research and Development functions/departments in organizations across sectors.

% The Towers Watson U.S. Transitional Companies Norm is a weighted average of employee survey results from companies

across a range of industries that have experienced significant changes impacting all employees.
===

TOWERS WATSON (A_/
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Survey Results in Brief

Survey Administration Summary

The DNFSB Culture and Climate Survey was administered from March 30t — April 10th, 2015. All
permanent, DNFSB staff and managers were eligible to participate. Of the 107 employees asked to
participate, 79 completed surveys, for an overall return rate of 74%. This return rate is on par with
Towers Watson’s global return rate of 75% and is a great first year percentage, being sufficient to
provide a reliable and valid measure of the current attitudes and perceptions of DNFSB staff and
managers.

External Benchmark Summary

Upon review of the survey category versus the three Towers Watson benchmarks, similar themes
emerge. For the most part, the general trend shows an unfavorable comparison for the DNFSB on all
three external benchmarks, including the U.S. National Norm, the Towers Watson U.S. Research and
Development Norm, as well as Towers Watson’s Transitional Organizations Norm. Eight of 14 DNFSB
categories are significantly* below the U.S. National Norm, with five categories being below both the
U.S. Research and Develoment Norm as well and the Transitional Organizations Norm (Exhibit 2). Of
the 14 categories, 2 categories compare favorably to all three norms (though not significantly).

However, Sustainable Engagement® on the whole is similar to all benchmarks, though employees
seem to lack a sense of pride in DNFSB and personal accomplishment in their work. Also, many
employees feel they do not have the right tools and resources. Along with that, 38 percent of
employees say they plan to leave DNFSB in the next year.

Other notable results include:

] An employee perception that DNFSB is not attracting and retaining the right talent.

] A'lack of communication fromboth DNFSB’s Board and senior leadershipwith employees desiring
a change in the timeliness and tone of communications.

[l  Employees also wanting more information about changes, decisions, how decisions are made,
and how decisions/changes relate to the organization’s mission.

“Whenever a percent favorable or unfavorable response between two grups is displayed, a statistical test is conducted by
Towers Watson to determine how confident we can be about whether the difference in scores respresents a “real” difference in
opinion or if it is more likely the difference was caused by random chance. A statistically significant difference is one that is
large enough, given the size of the groups being compared, to be unlikely to be caused by chance. Statistically significant
differences are therefore thought to be ndicators of real difference between the two groups being compared. A statistically
significant difference indicates there is less than a 5 percent chance the difference occurs randomly.

5 Sustainable Engagement assesses the level of DNFSB employees’ connection to the organization, marked by being proud to
work at DNFSB, committing effort to achieve the goals (being engaged) having an environment that supports productivity (being
enabled) and maintaining personal well-being (feeling energized).

TOWERS WATSON (A_/
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Internal Comparison Summary

Examining the DNFSB results in terms of internal group distinctions allows an interesting picture to
emerge. When examining the DNFSB results by Group, the Office of the General Manager and
Administrative/Support are the most favorable groups within DNFSB, with both groups scoring above
DNFSB on the same 12 of the 14 categories. Alternatively, the office of the Technical Director and
Engineering score below DNFSB results on 12 of 14 categories, and 11 of 14 categories respectively
(as shown in Exhibit 3).

When comparing DNFSB results by Tenure, as shown in Exhibit 4, the employees with less than 1
year of service are the most favorable scoring of all groups, while those between 5 to 10 years are
among the more negative (as our research would support based on typical breakouts). However, what
is not typical based on Towers Watson research is that the most tenured group, those between 20 to
25 years, are the lowest scoring of all five groups.

When comparing results by Level, as Exhibit 5 shows, the DN-V or GS-15 groups have among the
most favorable scores across the categories. However, what is atypical about these results is that the
lowest scoring group is not the lowest level group, but instead the mid-level group, DN-IV or GS-14.

Survey Results Summary

As a first year survey, the results of this study allow for a baseline measure which DNFSB can use as
a benchmark to understand if progress is being made against these initiatives. Results show that
Sustainable Engagement is mostly favorable compared to benchmarks. However, employees lack a
sense of pride in DNFSB and personal accomplishment in their work. Also, many employees feel they
do not have the right tools and resources. Additionally, 38% of employees say they plan to leave
DNFSB. Furthermore, there is a perception DNFSB is not attracting and retaining the right talent.

Communication is a consistent theme related to both DNFSB Board Members and senior leadership.
Employees desire a change in the timeliness and tone of communications. Specifically, employees
want more information about changes, decisions, how decisions are made, and how
decisions/changes relate to the organization’s mission.

Results also show that improvements can be made in the areas of respectfulness and professionalism
in the organization. Specifically, both for employees respecting leaders as well as senior leaders
treating staff with more respect. Along with that, scores for effective operating procedures and
employees having the necessary tools and resources to perform their jobs are quite low and suggest
that further attention should be placed on these areas as well.

Lastly, where comparisons exist, results are generally better than in the 2014 Federal Employee
Viewpoint survey, especially for issues rated to the quality of work, cooperation, empowerment, and
training.

TOWERS WATSON (A_/
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Qualitative Design Phase: Interviews and Focus Groups

As the qualitative design component of the Culture and Climate Survey, Towers Watson conducted
on-site and phone interviews and on-site focus groups. The primary emphasis for these interviews
and focus groups was to inform the design of the survey instrument and understand what new themes
(or categories) may need to be explored as well as what themes (or categories) may now be less
relevant and thus subject to removal from the survey instrument. This is a qualitative report with the
findings from the interview and focus group meetings. The interview and focus groups respondents
were asked questions in a variety of areas.

Towers Watson, in coordination with OIG staff, conducted phone interviews and on-site focus groups.
The interviewees and focus groups attendees were asked questions on a variety of areas. A total of 6
interviews and 2 focus group meetings were conducted from February 18 to 27, 2015. A total of 12
individuals were interviewed from both the focus groups and interviews. The findings from the
interview and focus group meetings helped in the development of the survey instrument.

Generally, interview and focus group respondents viewed their work as being rewarding and engaging.
However, the overall finding is that morale is low. The following is a summary of key themes:

[5] Change Management: There have been a lot of changes in leadership, and processes, and
employees have struggled to deal with these changes.

("] communication: There is information regarding technical aspects of everyone’s jobs,
however, the bigger picture and understanding of the agency’s mission gets lost and is not
communicated.

E Development: Individuals are asking for a scientific literation database, improved new hire
training, and a better understanding of each other’s positions.

[5] Diversity, Inclusion & Working Relationships: There may be individuals being treated
differently due to their job position. Some of the working relationships between the longer
tenure individuals in the workforce and the shorter tenure workers have been an area for
concern.

E Leadership: There are opposing views amongst members of the Board, creating a disjointed
leadership team. There is also a belief that the Board and staff relationship is not as
professional as it should be. There is concern that some Board members are over-stepping
their role and trying to control more than is allowable.

El Operating Efficiency/Procedures: There are some internal procedures that people do not fully
understand or feel are inefficient. Employees are asking for fewer procedures and more
autonomy to make decisions.

("] Performance Management: There are inefficient processes and lack of clarity that have
caused individuals to feel as though there is not a proper performance management system.

TOWERS WATSON (A_/



Defense Nuclear Facilities Safety Board 7

('] sustainable Engagement: Overall, employees are perceived to be engaged with their job.
Employees feel they have the opportunity to make an impact, learn and grow, and have
work/life balance.

The results from the leadership interviews and focus groups were used by Towers Watson to draft the
survey questions. Six interviews were conducted with the Board and senior leadership. Towers
Watson created a stratified random sample from DNFSB’s employee population to invite individuals to
participate in the focus groups. The 2015 DNFSB survey addressed all of the key themes—the areas
of strength as well as the areas of mixed perception.

Conclusion of Qualitative Phase

Staff and management who patrticipated in focus groups and individual interviews indicated that their
work was rewarding and engaging. However, the overall morale is low due to numerous changes
happening at DNFSB. There have been a lot of changes in leadership and processes, and employees
have struggled to deal with these changes. Employees are asking for a better understanding of the
agency’s mission, improved scientific literation database and new hire training, fewer procedures,
more empowerment, clarity on the existing performance management system, and ensuring all
individuals are treated with respect.

TOWERS WATSON (A_/
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Survey Development / Pre-test

After the survey instrument was agreed upon and confirmed by the OIG survey team, a pre-test
version of the survey instrument was developed based on Towers Watson'’s research into culture; the
qualitative review of the previous research and reports on the DNFSB; the qualitative interview and
focus groups; and Towers Watson’s experience in other government and private sector organizations.
The pre-test survey contained both Towers Watson normed and DNFSB tailored questions, and was
tested with a broad cross-section of DNFSB employees.

Survey questions were grouped into 14 categories, representing the major topic areas identified in the
interviews and focus groups. A list of the categories, along with a brief description of the items each
category contains, is provided in the following pages. For each category, the average favorable
response (percentage of employees responding favorably to a given set of questions) was calculated;
Exhibit 2 of this report shows the percent-favorable response for each survey category.

Survey Categories

1. Change Management: Assesses the way changes are communicated and implemented. This
category also examines the perception of the pace of change within DNFSB as well as whether
or not things at DNFSB will change for the better or worse in the next year.

2. Communication: Evaluates the availability and efficacy of information about matters affecting
the agency, and information employees need to do their job. It also assesses the degree of
openness of communication from leaders as well as believing the information that they receive.

3. Development: Assesses recruitment and retention of talented employees, development of
employees to their full potential, and perceptions of career progression within the DNFSB. Also
provides employees the opportunity to identify barriers to attending DNFSB-sponsored and other
publicly/privately offered training courses.

4. Diversity: Evaluates whether leaders and supervisors support equal opportunity and are
accepting of different gender, people from different racial/ ethnic backgrounds or lifestyles. Also
addresses whether DNFSB’s environment is accepting of ethnic differences and whether people
are treated with dignity and respect.

5. Empowerment: Assesses the amount of authority employees have to do their jobs, the trust
they receive from management, the openness to discuss differing opinions, the ability to openly
and confidently raise issues, and whether DNFSB’s climate allows one to be innovative.

6. Ethics/ Professionalism: Examines whether employees are held to same ethical standards,
leadership displays ethical standards, and whether leadership is generally respected by
employees.

7. Leadership: Probes employees’ views of overall leadership within the DNFSB, including
management style, and respect for diversity, clarity of strategy, confidence in decisions made,
and sincere interest in employee well-being.

TOWERS WATSON (A_/
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8. Operating Efficiency/ Procedures: Assesses efficient operations, sufficient resource
allocations, streamlined and effective work flow, effective decision-making.

9. Performance Management: Explores DNFSB’s recognition for quality of performance, and
investigates the breadth, utility, and recognition.

10. Quality Focus: Explores employee views on the quality of DNFSB’s work as well as the
sacrifice of quality work due to the need to meet metrics or the need to satisfy a personal or
political agenda.

11. Retention: Assesses whether employees are seriously considering leaving the organization.

12. Supervision: Examines employee perceptions of their immediate supervisors’ technical
competency; confidence in their decision making; availability; communication skills; people
management and team-building skills; and their level of effectiveness when working with people
of different gender, racial/ethnic background, or lifestyle.

13. Sustainable Engagement: Assesses the level of DNFSB employees’ connection to the
organization, marked by being proud to work at DNFSB, committing effort to achieve the goals
(being engaged) having an environment that support productivity (being enabled) and
maintaining personal well-being (feeling energized).

14. Working Relationships: Evaluates the level of cooperation among employees, the amount of
support employees provide one another to get their jobs done, as well as the level of teamwork.

TOWERS WATSON (A_/
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Survey Administration

The OIG’s DNFSB Culture and Climate Survey was administered from March 30t to April 10%, 2015.
All DNFSB employees and managers were eligible to participate. Of the 107 employees asked to
participate, 79 completed surveys, for an overall return rate of 74%. This return is on par with Towers
Watson's global return rate of 75% and is a great first year percentage, being sufficient to provide a
reliable and valid measure of the current attitudes and perceptions of DNFSB employees and
managers.

Exhibit 1

Participation Rates: Administration: March 30" — April 10%

DNFSB OVERALL 107 74%
OFFICE OF THE GENERAL MANAGER 13 18 72%
OFFICE OF THE TECHNICAL DIRECTOR 58 81 2%

TOWERS WATSON'S GLOBAL RETURN RATE IS 75%
EXHIBIT 1 FOOTNOTE: A valid survey response is defined by the individual selecting at least one opinion question.

T
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Overall Category Scores

The average favorable response score for each category was calculated and is provided below.
Typically, Towers Watson maintains that favorable scores above75% would usually be considered
strengths and scores above 50% could be considered moderate strengths, while scores below 50%
can be considered opportunities for improvement and scores below 25% would considered strong
opportunities for improvement areas.

As shown in Exhibit 2, the category scores range between 28% favorable to 79% favorable, with
Working Relationships, Sustianable Engagement, Supervision and Diversity all being characterized by
employees as most favorable, scoring 70% or better. Alternatively, Change Management, Operating
Efficiency/ Procedures, and Communication all score below 50% and represent the overall three
lowest-scoring categories. However, in reviewing absolute category scores, caution should be
exercised in the absence of external benchmarks because the favorability scores of many questions
administered in the general U.S. population tends to be lower than one might expect. For a more
insightful comparison, a review of DNFSB results versus Towers Watson’s validated normative
database is provided in the below section.

Exhibit 2
DNFSB Overall 2015 Category Scores vs. Benchmarks

vs. TW
vs. TW vs. TW u.s.
U.S. NAT U.S. R&D TRAN
Category Total Favorable Score NORM NORM NORM
Change Management 28 -29*
Communication s 20+ 2
Development 50 -
Empowerment 56 -14* -

KN
al
*
(LN iR
oS = NN
L
]
[y
~
*

Ethics/Professionalism

Sustainable Engagement

Leadership 48
Operating Efficiency/Procedures 45 -17* -12
Performance Management - -
Quiality Focus - n/a
Retention -20* -21*
Supervision 2

B

il

Working Relationships

u Statistically Significant m Statistically Significant
Difference (+) Difference (-)
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Comparison of DNFSB to Towers
Watson’s Benchmarks

Towers Watson’s normative data are comprised of a weighted sample of employee responses
categorized by nation, industry, function, or performance. The first benchmark DNFSB is compared
with is the U.S. National Norm. This norm is comprised of organizations representing a broad
spectrum of industries across the United States and has been updated in the last six months. The
norm includes data from over 312 companies and has a weighted n-size of 160,417. Employees in
the norm are Hourly, Salaried, Exempt, and Non-Exempt up to and including Executives. As with all
Towers Watson norms, organizations in this norm are weighted to ensure proper proportionality.

As shown in Exhibit 2, three of the 14 DNFSB categories compare favorable to the U.S. National Norm
while 8 of 14 categories are significantly below. Strengths against this norm include Quality Focus,
Supervision, and Working Relationships. With a mostly negative comparison, there are several areas
of opportunity against this norm, the most notable of which are Change Management, Retention, and
Leadership.

The second normative comparison is the U.S. Research and Development Norm, which is comprised
of a representative sample of the U.S. research and development workforce weighted according to
Bureau of Labor Statistics data. This norm contains a representative sample of over 89 organizations
and has a weighted n-size of 31,464 organizations (weighted average) from Research and
Development functions. Exhibit 2 shows three categories scoring above this norm; Quality Focus,
Working Relationships, and Supervision. Alternatively, five categories score statistically significant
below this norm, the most notable of which are Change Management, Communication, and Retention.

The third normative comparison is to the Towers Watson U.S. Transitional Organizations Norm, which
is comprised of a weighted average of employee survey results from organizations across a range of
industries that have experienced significant changes impacting all employees. Such changes can
include, but are not limited to, significant reorganization, bankruptcy, widespread layoffs, acquisition,
changing from a privately owned company to a publicly-owned company or vice versa, or being bought
out by the employees. In addition, these companies generally report financial performance indicators
(e.g., return on invested capital, net profit margin) that are below relevant industry averages for at least
a 36-month period. To develop this norm, publicly available sources of financial data are researched
to obtain company performance information for client organizations. The norm includes data from over
23 companies and has a weighted n-size of 85,570.

When DNFSB results are compared to this norm, there exists a somewhat less negative difference on
a number of categories, as can be seen in Exhibit 2. Strengths against this norm include Supervision,
Working Relationships, and Sustainable Engagement. Of the five significantly negative differences,
Retention, Leadership, and Ethics/Professionalism are the most unfavorable.

TOWERS WATSON (A_/
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Internal Comparisons

The following internal comparisons illustrate how various subgroups within DNFSB (i.e., group, tenure,
and level) vary at the category-level average compared with DNFSB overall. Please note that in these
charts, statistically significant differences are indicated by brightly colored (green or red) cells.

When reviewing any of the internal comparisons, such as Exhibit 3, it should be noted that while all
respondents are included in the overall number (N=79), to ensure confidentiality for each respondent,
groups with N<10 employees are included in the overall DNFSB population counts, but are not broken
out separately.

Exhibit 3

DNFSB Overall 2015 Category Scores By Group

Office Of Office Of

The The
General Technical
DNFSB Manager Director Admin./ Engineering
Category Overall 2015 2015 Support 2015
Change Management 28 2 -2 10 -1
Communication 46 5 -3 10 -2
Development 50 7 -3 7 -2
Diversity 73 - 2 - 2
Empowerment 56 ilg -3 7 -2
Ethics/Professionalism 52 4 -1 2 0
Leadership 48 -3 5 -2
Operating Efficiency/Procedures 45 22 - 18 -
Performance Management 56 6 -2 5 -3
Quiality Focus 59 10 - 15 -
Retention 47 i3 -2 15 -3
Supervision 79 16 -2 8 =il
Sustainable Engagement 76 12 - 10 -
Working Relationships 78 - 1 - 8
[ Statistically Significant [ Statistically Significant

Difference (+) Difference (-)

As shown in Exhibit 3, Office of the General Manager and Admin./ Support are the most favorable
groups within DNFSB, with both groups scoring above DNFSB on the same 12 of the 14 categories.
Alternatively, the office of the Technical Director and Engineering score below DNFSB results on 12 of
14 categories, and 11 of 14 categories respectively.
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The next internal comparison is by Tenure, as shown by Exhibit 4. When employee opinion data are
segmented according to length of service groups, there are some typical breakouts that commonly
occur. Employees within the first year of service tend to be the most positive scoring (honeymoon
effect), while employees in the middle groups usually between three to five years or five to ten years of
service often respond the most unfavorably to the topics addressed in the survey compared to the rest
of their organization. Employees who are the most tenured usually tend to respond somewhat more
positive than the middle groups though not as positive as the newest tenured employees. This usually
results in a “U-shaped” curve across tenure levels. As can be seen in Exhibit 4, the employees with
less than one year of service are in fact the most favorable scoring of all groups, while those between
five to ten years are the among the more negative (conforming to typical trends seen in organizations).
However, what is not typical is that the most tenured group, those between 20 to 25 years are the
lowest scoring of all five groups.

Exhibit 4
DNFSB Overall 2015 Category Scores By Tenure

5 years 10 years 20 years
1 year but but less but less but less
Lessthan | lessthan5 than 10 than 15 than 25
1 year of years of years of years of years of
DNFSB service service service service service
Category Overall 2015 2015 2015 2015 2015
Change Management 28 12 -4 i 2 -7
Communication 46 34* -6 -12 0 6
Development 50 il2 9 -8 -2 -1
Diversity 73 9 10 - 6 -
Empowerment 56 alil 0 -1 0 -4
Ethics/Professionalism 52 20 3 -2 il -13
Leadership 48 20 -1 -7 0 -2
Operating Efficiency/Procedures 45 8 - - 2 -
Performance Management 56 -8 8 0 -7 -5
Quality Focus 59 1 5 4 - -
Retention 47 53* 6 -15 it -20
Supervision 79 6 -1 i -5 -6
Sustainable Engagement 76 14 - - - -
Working Relationships 78 8 4 - 2 -
m Statistically Significant n Statistically Significant

Difference (+) Difference (-)
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Exhibit 5

DNFSB Overall 2015 Category Scores By Level

Category

Change Management
Communication
Development

Diversity

Empowerment
Ethics/Professionalism
Leadership

Operating Efficiency/Procedures
Performance Management
Quality Focus

Retention

Supervision

Sustainable Engagement

Working Relationships

m Statistically Significant
Difference (+)

n Statistically Significant
Difference (-)

DNFSB
Overall

28
46
50
73
56
52
48
45
56
59
47
79
76
78

DN-II/1ll or
GS-
11/12/13
2015

-6
-13
4

DN-IV or
GS-14
2015

=1l

1 d U 1 g 1
= [ =
II# wl”l'* e [

15

When comparing DNFSB results by level, one must first understand the typical kinds of pattern that
emerge with this type of breakout. Usually, the higher the level of an individual within an organization,
the more favorable their scores tend to be. This results in the lowest scores usually coming from the
lowest level employees and the highest scores being attributed to the highest level employees. As
Exhibit 5 shows, this typical breakout is somewhat supported with the DN-V or GS-15 groups scoring
mostly favorably across the categories. However, what is atypical is that the lowest-scoring group is
not the lowest-level group, but instead the mid-level group, DN-IV or GS-14.

TOWERS WATSON
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Key Driver Analysis

A Key Driver analysis (multiple regression) enables the identification of those critical areas that drive
employee engagement. Using multiple regression, a statistical technique which is used to understand
and predict the changes in one variable by understanding the relationship between variables, this
analysis looks at factors that have a predictive relationship with engagement. Meaning, if scores in
these factors that influence engagement change, that, in turn, would influence engagement scores to
also change. In order to determine the critical factors that influence employee engagement, the
Sustainable Engagement category is designed to empirically measure employee level of sustainable
engagement. It was utilized as the dependent variable in the Key Driver analysis, while all other
questions contained in the survey serve as the independent variables (potential influencers on
engagement) and are regressed on the Sustainable Engagement Index.

The Sustainable Engagement category is comprised of responses to the nine questions that follow in
Exhibit 6. Each item’s favorable score is shown in the boxes immediately to the right of the item.
Along with that, the percent difference for each item as compared to the three normative benchmarks
(how many points above or below that item scores versus the benchmark) is also displayed in the
three columns to the right.

Exhibit 6
V5. V5.
%-Fav, U"’;' L\:T TWU.S. TWU.S.
Score iR R&D TRAN
NORM NORM

| believe strongly in the goals and objectives of DNFSB.

=
% | am proud to be associated with DNFSB.
2 -
| am willing to put in a great deal of effort beyond what is 4 | - n
normally expected to help DNFSB succeed. 5 —
| have the work tools and resources | need to achieve 68% - - -
exceptional performance. .
=)
] z
= My work group is able to meet our work challenges 81% 6 4 m
I effectively.
@
7

well.

The amount of stress | experience in my job seriously

o, 8
reduces my effectiveness. (N) 387 8

o
2
M

There are no substantial obstacles at work to doing my job 4 -8

=)

@

g My work gives me a sense of personal accomplishment. 76% o -8 =

.

) 4 . e | )
| am able to sustain the level of energy | need throughout 86% i 6 6
the work day. : ' : ! .

N} Disagresing ie the favorable

Statistically Signific iffer ) Statistically Significant Dif 2
E3 statistically Significant Difference (+) ol Statistically Significant Difference (-) tesiciian

STt
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The results of the Key Driver analysis are shown in Exhibit 7.

Exhibit 7
vs. TW vs. TW vs. TW Total
U.S. NAT U.S.R&D | U.S. TRAN Favorable
NORM NORM NORM Score Item Text

Operating Efficiency/Procedures: There is
-3 7 2 52 usually sufficient staff in my department to
handle the workload.

Quality Focus: The quality of work done in my

[ i 1 92 work unit is excellent.
Performance Management: In my experience .
£S -6 n/a 57 at DNFSB, high-quality performance is usually ESr:JS;algr?mzlnet
recognized. 9ag
7 58 Leadership: | believe senior leadership

decisions are consistent with the mission.

Communication: Senior leadership effectively
-8 0 46 communicates the reasons for important
business decisions.

n Statistically Significant %] Statistically Significant
Difference (+) Difference (-)

The Key Driver analysis shows five items in that were shown to have the largest influence on
Sustainable Engagement at DNFSB. In interpreting this model, we can assume that individuals
responding favorably to Sustainable Engagement Index items also responded favorably to the items
determined to most influence Engagement. Conversely, individuals responding unfavorably to
Sustainable Engagement Index items also tended to respond unfavorably to the items determined to
most influence employee engagement. It is apparent that employee engagement at the DNFSB is
highly affected by attitudes toward having sufficient staff to handle the work, the quality of the work
being done, recognition of high-quality performance, leaders’ decisions being constant with the
mission, and effective communication of reasons for important business decisions.

Key Driver analysis serves as an important tool in prioritizing issues for post-survey follow-up
activities. As such, understanding which of the items warrant additional action planning means
understanding how those items scored in terms of favorability and compared to norms. Typically, an
item simply being found to be a driver of sustainable engagement doesn’t automatically mean it
requires action-planning follow-up support. That is because some items can have a positive influence
on sustainable engagement levels. Such is the case for two of the five items in this exhibit which have
a favorable comparison to normative benchmarks and/or a high favorable score. This results in
potential elimination of those two items from action-planning prioritization, which results in only three of
the five items warranting action-planning follow-up support.

The importance of employee engagement cannot be underestimated. Engaged employees have
higher allegiance to an organization, are willing to expend extra effort, recommend the agency to
others as a great place to work, and are committed to staying with the organization.
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Conclusion

As identified by Management Challenges in 2014, Human Capital Management and Change
Management are critical measures that will determine success for the DNFSB. This study attempted
to better understand issues regarding those two critical areas (translated into survey categories) from
the perception of employees. As a first year survey, the results of this study allow for a baseline
measure which the DNFSB can have going forward to understand if progress is being made against
these initiatives.

Overall Observations

["'] sustainable Engagement is mostly favorable compared to benchmarks. However, employees
lack a sense of pride in DNFSB and personal accomplishment in their work. Also, many
employees feel they do not have the right tools and resources. Along with that, 38% of
employees say they plan to leave DNFSB. There also is a perception DNFSB is not attracting
and retaining the right talent.

[ '] communication is a consistent theme related to both DNFSB’s Board and Leadership.
Employees desire a change in the timeliness and tone of communications. Employees want
more information about changes, decisions, how decisions are made, and how
decisions/changes relate to the mission.

["'] Results also show that improvements should be made in respectfulness and professionalism
for both employees respecting leaders as well as senior leaders treating employees with more
respect.

("] scores for effective operating procedures and employees having tools and resources are quite
low and suggest that further attention should be focused on these areas as well.

(5] Lastly, where comparisons exist, results are generally better than in the 2013 FEV survey,
especially for issues related to the quality of work, cooperation, empowerment, and training.
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Overall Strengths to Maintain

The below aspects of the culture and climate have been identified as strengths to be maintained by
DNFSB:

('] sustainable Engagement: Believing strongly in the goals and objectives, being willing to put
in a great deal of effort beyond what is normally expected to help DNFSB succeed, and levels
of stress not reducing effectiveness.

(=] Quality focus: The high quality of work being done in the local business unit and not
sacrificing quality in order to meet established metrics.

[5] Working relationships: Employees cooperating to get the job done and employees willing to
help each other, even if it means doing something outside their usual activities.

[ "] Effective supervision: Supervisors communicating effectively, being receptive to change
and providing recognition for job well done.

Overall Opportunities for Improvement

The biggest opportunities reinforce many of the concerns raised in focus groups as well as in the
above sections of this report. These opportunities include:

(5] Change Management: Changes not being well communicated or implemented and the pace
of change being too fast.

('] communication: Not being informed on timely basis of important developments and
decisions, leaders not effectively communicating reasons for their decisions, and not having
open and honest communications.

5] Leadership: Leaders nor recognizing or respecting the value of human differences, decisions
not being consistent with the mission, not having confidence in decisions being made by
leaders, and leaders not providing a clear sense of direction.

[5] Operating Efficiency/Procedures: Not having good procedures for allocating resources
effectively, the structure of the DNFSB not facilitating efficient operations, and not making
efforts to make DNFSB a more streamlined, cost-effective organization.
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("] Ethics and Professionalism: Not treating employees equally and respectfully and there not
being respect for the Board and senior leadership.

[ "] Retention and Attraction: Several individuals state they plan to leave DNFSB and there is
the perception DNFSB is not attracting and retaining the right talent. Make sure the hiring
process is finding the right talent. Typically working on the key drivers of engagement and/or
the above potential areas of opportunity will help improve retention.

Potential Focus Areas Moving Forward
DNFSB should consider the following focus areas moving forward:

('] when and how communications are being sent to employees and re-examine the timeliness
and tone of communications. It also may consider working with a communications specialist
on how to craft messages to make sure employees understand changes, decisions, the
decisionmaking process, and how decisions/changes relate to the mission.

[5] Establishing a safe environment/method for employees to communicate ideas of improvement
and concerns to DNFSB’s Board and leadership team. Specifically, an
anonymous/confidential process perhaps until trust improves in the organization.

[5] Providing training for all employees and creating team- building events to improve
respectfulness, professionalism, and trust at all levels.

["] Review effectiveness of operating procedures and ensure employees have the right tools and
resources.
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FOREWORD

The Consolidated Appropriations Act, 2014, provided that notwithstanding any other
provision of law, the Inspector General (IG) of the Nuclear Regulatory Commission
{NRC) is authorized in 2014 and subsequent years to exercise the same authorities with
respect to the Defense Nuclear Facilities Safety Board (DNFSB), as determined by the
NRC Inspector General (IG), as the 1G exercises under the /nspector General Act of
1978 (5 U.S.C. App.) with respect to the NRC. | am pleased to present the Office of the
Inspector General's (OIG) FY 2017 Annual Plan for the Defense Nuclear Facilities
Safety Board (DNFSB). The Annual Plan provides the audit and investigative strategies
and associated summaries of the specific work planned for the coming year. it sets
forth OIG's formal strategy for identifying priority issues and managing its workicad and
resources for Fiscal Year {FY) 2017.

Congress created DNFSB in September 1888 as an independent Executive Branch
agency to identify the nature and consequences of potential threats to public health and
safety at the Depariment of Energy's (DOE) defense nuclear facilities, elevate those
issues to the highest levels of authority, and inform the public. DNFSB strives to protect
public heaith and safety by ensuring implementation of safety standards at DOE
defense nuclear facilities, conducting in-depth reviews of new DCE defense facilities
during design and construction o ensure the early integration of safety into design; and
providing oversight to prevent an accidental detonation of a nuclear weapon during the
evaluation, maintenance, or dismantlement process.

OIG sought input both from Congress and DNFSB in the development of this Annual
Pian.

We have programmed ali available resources to address the matters identified in this
plan. This approach maximizes the use of our resources. However, tc respond to a
changing envircnment, it is sometimes necessary to modify this plan as circumstances,
priorities, ang or resources warrant.

Hubert T. Bell
Inspector General
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MISSION AND AUTHORITY

The Nuclear Regulatory Commission’s (NRC) Office of the Inspector General
{OIG) was established on Aprit 15, 1988, pursuant to Inspector General Act
Amendments contained in Public Law 100-504. in addition, the Consolidated
Appropriations Act, 2014, provided that notwithstanding any other provision of
law, the NRC Inspector General {IG) is authorized in 2014 and subseguent years
{0 exercise the same authorities with respect toc the Defense Nuciear Facilities
Safety Board (DNFSB), as determined by the NRC IG, as the 1G exercises under
the Inspector General Act of 1978 {5 U.S. C. App.) with respect to NRC.

OIG’s mission is to (1) conduct and supervise independent audits and
investigations of agency programs and operations; (2} promote economy,
effectiveness, and efficiency within the agency; (3) prevent and detect fraud,
waste, and abuse in agency programs and operations; {4) develop
recommendations regarding existing and proposed regulations relating to agency
programs and operations; and (5} keep the agency head and Congress fully and
currently informed about problems and deficiencies relating to agency programs.
The Act also requires the Inspector General (IG) to prepare a semiannual report
to the DNFSB Chairman and Congress summarizing the activities of the GiG.

In furtherance of the execution of this mission and of particular importance to
OIG’s annual plan development, the |G summarized what he considers to be the
most serious management and performance chalienges facing DNFSB and
assessed DNFSB’s progress in addressing those challenges. In its iatest annual
assessment (October 2016), the |G identified the following as the most serious
management and performance challenges facing DNFSB:"

1. Management of a healthy and sustainable organizational culture and
climate.

2. Management of security over internal infrastructure (personnel,
physical, and cyber security) and nuclear security.

3. Management of administrative functions.

4. Management of technical programs.

Through its Issue Area Monitor (IAM} program, OIG staff monitor DNFSB performance
on these management and performance chailenges. These chalienges help inform
decisions concerning which audits and evaluations ta conduct each fiscal year.

"The chalienges are not ranked in any order of imporiance.



PLANNING STRATEGY

The FY 2017 Annual Plan is based, in part, on knowledge gained through OIG
audit and investigative activities. These activities pertain to DNFSB and its
operations, work conducted under the IAM program, and management and
performance challenges facing DNFSB as of October 2016 as identified by OIG.

AUDIT AND INVESTIGATION UNIVERSE

DNFSB, an independent executive branch agency established by Congress in
September 1988, is charged with providing technical safety oversight of the
Department of Energy’s (DOE) defense nuclear facilities and activities in order to
provide adequate protection of the health and safety of the public and workers.
Its mission is to provide independent analysis, advice, and recommendations to
the Secretary of Energy to inform the Secretary, as operator and regulator of
DOE'’s defense nuclear facilities, in providing adequate protection of public health
and safety at these facilities.

DNFSB’s board is composed of five Presidentially appointed, Senate confirmed
members who are required by law to be “respected experts” in the field of nuclear
safety with a demonstrated competence and knowledge relevant to its
independent investigative and oversight functions. Most of DNFSB’s
approximate 120 full-time equivalents work at the agency’s Washington, DC,
headquarters. DNFSB’s FY 2017 budget is approximately $31 million.

DNFSB’s enabling statute assigns specific functions to the agency for
accomplishing its safety oversight mission, including to

* Review and evaluate the content and implementation of standards relating
to the design, construction, operation, and decommissioning of DOE
defense nuclear facilities at each facility, and recommend to the Secretary
of Energy specific measures needed to ensure that public health and
safety are adequately protected.

» Investigate any event or practice at a DOE defense nuclear facility DNFSB
determines has adversely affected, or may adversely affect, public health
and safety.

* Review the design of new DOE defense nuclear facilities before
construction begins and recommend modifications of the design deemed
necessary to ensure public health and safety.

* Make recommendations to the Secretary of Energy pertaining to
operation, standards, and research needs pertaining to DOE defense



nuclear facilities that DNFSB deems necessary to ensure public heaith
and safety. In making its recommendations, DNFSB shal! consider, and
specifically assess, risk and the technical and economic feasibitity of
implementing the recommended measures.

OIG’s audit and investigation oversight responsibilities are derived from DNFSB’s
array of programs, functions, and support activities established to accomplish its
mission.

AUDIT STRATEGY

Effective audit planning requires current knowledge about DNFSB's mission and
the programs and activities used to carry out that mission. Accordingly, OIG
continually monitors specific issue areas to strengthen its internai coordination
and overalil planning process. Under the office’s IAM program, staff designated
as |AMs are assigned responsibility for keeping abreast of major DNFSB
programs and activities. The broad 1AM areas address information management,
nuclear safety, and corporate management. Appendix C contains a list of the
1AMs and the issue areas for which they are responsible.

The audit planning process yields audit assignments that identify opportunities
for increased efficiency, economy, and effectiveness in DNFSB programs and
operations; detect and prevent fraud, waste, and mismanagement; improve
program and security activities at headquarters and site locations; and respond
to emerging circumstances and priorities. The priority for conducting audits is
based on (1) mandatory legislative requirements; {2) critical agency risk areas;
{3) emphasis by the President, Congress, Board Chairman, or other Board
Members; (4) a program’s susceptibility to fraud, manipulation, or other
irregutarities; {d) dollar magnitude or resources involved in the proposed audit
area; (8) newness, changed conditions, or sensitivity of an organization,
program, function, or activities; (7) prior audit experience, including the adequacy
of internal controis; and {8) availability of audit resources.

INVESTIGATION STRATEGY

OIG investigation strategies and initiatives add value to DNFSB programs and
operations by identifying and investigating allegations of fraud, waste, and abuse
leading to criminal, civil, and administrative penalties and recoveries. By
focusing on resuits, OIG has designed specific performance targets focusing on
effectiveness. Because DNFSB’s mission is to protect public health and safety,
the main investigative concentration invoives alleged DNFSB misconduct or
inappropriate actions that could adversely impact health and safety-related
matters. These investigations typically include aliegations of



» Misconduct by high-ranking DNFSB officials and other DNFSB officials, such
as managers angd inspectors, whose positions directly impact public heaith
and safety.

* Failure by DNFSB's management o ensure that health and safety matters
are appropriately addressed.

+ Conflict of interest by DNFSB employees with DNFSB contractors.
* Indications of management or supervisory retaliation or reprisal.

OIG wili aisc implement initiatives designed to monitor specific high-risk areas
within DNFSB's corporate management that are most vulnerable to fraud, waste,
and abuse. A significant focus will be on emerging information technology and
national security issues that could negatively impact the security and integrity of
DNFSB data and operations. OIG is committed to improving the security of the
constantly changing electronic business environment by investigating
unauthorized intrusions and computer-related fraud, and by conducting computer
forensic examinations. Other proactive initiatives will focus on determining
instances of procurement fraud, theft of property, insider radicalization threats,
and Government travel and purchase card abuse.

As part of these proactive initiatives, OIG will meet with DNFSB'’s internai and
external stakeholders to identify systemic issues or vulnerabilities. This

approach will allow the identification of petential vulnerabilities and an opportunity
to improve agency performance, as warranted.

OIG personnel wili routinely interact with public interest groups, individual
citizens, industry workers, and DNFSB staff to identify possible lapses in
DNFSB's reguiatory oversight that could impact public health and safety. OIG
will also conduct proactive initiatives and reviews into areas of current or future
regulatory safety or security interest to identify emerging issues or address
onhgoing concerns regarding the quality of DNFSB’s regulatory oversight.

Appendix B provides investigation priorities, objectives and initiatives for FY
2017. Spedcific investigations are not included in the plan because investigations
are primarily responsive to reported violations of law and misconduct by DNFSB
employees and contractors, as well as aliegations of irregularities or abuse in
DNFSB's programs and operations.



PERFORMANCE MEASURES

For FY 2017, we will use a number of key performance measures and targets for
gauging the relevancy and impact of our audit and investigative work. The
performance measures are:

1. Percentage of OIG audits undertaken and issued within a year.

2. Percentage of final Board actions taken within 2 years on audit
recommendations.

3. Percentage of Board actions taken in response to investigative reports.

4. Percentage of active cases completed in less than 18 months.



OPERATIONAL PROCESSES

AUDITS

The foliowing sections detait the approach used to carry out the audit and
investigative responsibilities previously discussed.

OIG’s audit process comprises the steps taken to conduct audits and
involves specific actions, ranging from annual audit planning to audit follow
up activities. The underlying goal of the audit process is to maintain an open
channe! of communication between the auditors and DNFSB officiais to
ensure that audit findings are accurate and fairly presented in the audit
report.

OIG performs the foliowing types of audits:

Performance — Performance audits focus on DNFSB administrative and
program operations and evaiuate the effectiveness and efficiency with
which managerial responsibilities are carried out, including whether the
programs achieve intended resulis.

Financial — These audits, which include the financial statement audit
required by the Accountability of Tax Dollars Act of 2002 and OMB Bulletin
15-02 {Audit Reguirements for Federal Financial Statements), attest to the
reasonableness of DNFSB’s financial statements and evaluate financial
programs.

Contract — Contract audits evaluate the costs of goods and services
procured by DNFSB from commercial enterprises.

The key elements in the audit process are as follows:

Audit Planning — Each year, suggestions are soticited from Congress,
DNF8B, management, external parties, and OIG staff. An annual audit
plan {i.e., this document) is developed and distributed to interested
parties. It contains a listing of planned audits to be initiated during the
fiscal year depending on availability of resources and the general
objectives of the audits. The annual audit plan is a “living” document that
may be revised as circumstances warrant, with a subsequent
redistribution of staff resources.

Audit Notification — Formal notification is provided to the office
responsibie for a specific program, activity, or function, informing them of
QIG’s intent to begin an audit of that program, activity, or function.



Entrance Conference — A meeting is held to advise DNFSB officials of
the objective(s), and scope of the audit, and the general audit
methodology fo be followed.

Survey — Exploratory work is conducted before the more detailed audit
work commences to gather data for refining audit objectives, as
appropriate; documenting internal control systems; becoming familiar with
the activities, programs, and processes to be audited; and identifying
areas of concern to management. At the conclusion of the survey phase,
the audit team will recommend to the Assistant Inspector Generai for
Audits (AIGA) a “Go” or “No Go” decision regarding the verification phase.
If the audit team recommends a “No Go,” and it is approved by the AIGA,
the audit is dropped.

Audit Fieldwork — A comprehensive review is performed of selected
areas of a program, activity, or function using an audit program developed
specifically to address the audit objectives.

End of Fieldwork Briefing With Agency — At the conclusion of audit
fieldwork, the audit team discusses the tentative report findings and
recommendations with the auditee.

Discussion Draft Report — A discussion draf copy of the report is
provided to DNFSB management to allow them the opportunity to prepare
for the exit conference.

Exit Conference — A meeting is heid with the appropriate DNFSB officials
to discuss the discussion draft report. This meeting provides DNFSB
management the opportunity to confirm information, ask questions, and
provide any necessary clarifying data.

Final Draft Report — If requested by DNFSB management during the exit
conference, a final draft copy of the report that includes comments or
revisions from the exit conference is provided to DNFSB to obtain formal
written comments.

Final Audit Report — The final report includes, as necessary, any
revisions to the facts, conciusions, and recommendations of the draft
report discussed in the exit conference or generated in written comments
supplied by DNFSB managers. Written comments are included as an
appendix to the report. Some audits are sensitive and/or classified. In
these cases, final audit reports are not made availabie to the public.



Response to Report Recommendations — Cffices responsible for the
specific program or process audited provide a written response on each
recommendation (usuaily within 30 days) contained in the final report.
DNFSB management responses include a decision for each
recommendation indicating agreement or disagreement with the
recommended action. For agreement, DNFSB management provides
corrective actions taken or planned and actual or target dates for
completion. For disagreement, DNFSB management provides their
reasons for disagreement and any alternative proposals for corrective
action.

Impasse Resolution - If the response by the action office to a
recommendation is unsatisfactory, OIG may determine that intervention at
a higher level is required.

Audit Follow up and Closure — This process ensures that
recommendations made to management are implemented.

INVESTIGATIONS

OIG’s investigative process normally begins with the receipt of an allegation
of fraud, mismanagement, or misconduct. Because a decision to initiate an

investigation must be made within a few days of each referral, OIG does not
schedule specific investigations in its annual investigative plan.

Investigations are opened in accordance with OIG priorities in consideration
of prosecutorial guidelines established by the local U.S. attorneys for the
Department of Justice {(DOJ). OIG investigations are governed by the
Council of the Inspectors General on Integrity and Efficiency Quatity
Standards for Investigations, the OIG Special Agent Handbook, and various
guidance provided periodically by DOJ.

Only four individuals in the OIG can authorize the opening of an investigative
case: the inspector General (IG), the Deputy IG, the Assistant IG for
Investigations, and the Senior Assistant for Investigative Operations. Every
aliegation received by OIG is given a unique identification number and
entered intc a database. Some allegations result in investigations, while
others are retained as the basis for audits, referred to DNFSB management,
or, if appropriate, referred to another law enforcement agency.

When an investigation is opened, it is assigned to a special agent who
prepares a plan of investigation. This planning process includes a review of
the criminal and civil statutes, program regulations, and agency policies that



HOTLINE

may be involved. The special agent then conducts the investigation, and
uses a variety of investigative techniques to ensure completion.

In cases where the special agent determines that a crime may have been
committed, he or she will discuss the investigation with a Federal and/or
local prosecutor to determine if prosecution will be pursued. In cases where
a prosecuting attorney decides to proceed with a criminal or civil prosecution,
the special agent assists the attorney in any preparation for court
proceedings that may be required.

For investigations that do not result in prosecution but are handled
administratively by the agency, the special agent prepares a Report of
Investigation summarizing the facts disclosed during the investigation. The
report is distributed to agency officials who have a need to know the results
of the investigation. For investigative reports provided to agency officials,
OIG requires a response within 120 days regarding action taken as a result
of the investigative finding(s). OIG monitors corrective or disciplinary actions
that are taken.

OIG collects data summarizing the criminal and administrative action taken
as a result of its investigations and includes this data in its semiannual
reports to Congress.

The OIG Hotline Program provides DNFSB employees, contract employees,
and the public with a confidential means of reporting to the OIG instances of
fraud, waste, and abuse relating to Board programs and operations.

Please Contact:
E-mail: Online Form
Telephone: 1-800-233-3497
TDD 1-800-270-2787
Address: U.S. Nuclear Regulatory Commission

Office of the Inspector General
Hotline Program

Mail Stop O5-E13

11555 Rockville Pike
Rockville, MD 20852
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Audits Planned for FY 2017 Appendix A

Audit of DNFSPB’s Fiscal Year 2016 Financial Statementis

DESCRIPTION AND JUSTIFICATION:

Under the Chief Financial Officers Act, as updated by the Accountability of Tax Dollars Act
of 2002 and the Office of Management and Budget (OMB) Bulletin 15-02, Audit
Requirements for Federal Financial Stalements, CiG is required to audit DNFSB's financiat
statements. The report on the audit of DNFSB's financial statements is due on November
15, 2016.

OBJECTIVES:
The audit objectives are to:

» Express opinions on DNFSB’s financial statements and internai controls.

* Review compliance with applicable laws and regulaticns.

* Review the controis in DNFSB's computer systems that are significant to the
financial statements.

» Assess the agency’s compiiance with CMB Circuiar A-123, Revised,
Management's Responsibility for Enterprise Risk Management and Internal
Control.

SCHEDULE:
Initiated in the 3™ quarter of FY 2016.
MANAGEMENT CHALLENGE 3:

Management of administrative functions.
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Audit of DNFSB’s Telework Program

DESCRIPTION AND TIFICATION:

The Telework Enhancement Act of 2010 {the Telework Act}, was enacted into iaw with the
goal of ensuring that Federal agencies more effectively integrate telework into their
management plans and agency cultures. The Telework Act defines telework as a work-
flexibility arrangement under which an employee performs the duties and responsibilities of
his or her position from an approved worksite other than the location from which the
employee would otherwise work. The Telework Act establishes requirements for agencies
when implementing their telework policies. The head of each executive agency needs to
establish and implement a policy under which empioyees shail be authorized o telework.
Also, empioyees must enter into written agreements with their agencies before participating
in telework. Moreover, the head of each executive agency must ensure that employees
eligible to telework and managers of teleworking employees receive training on telework
before the employee enters into a written telework agreement.

Currently, DNFSB has approximately 85 of 105 staff members participating in its telework
program. Approximately six staff members are teleworking full-time.

OBJECTIVE:

The audit objectives are toc determine (1) if DNFSB’s telework program complies with
applicabie laws and regulations, and (2) the adequacy of internal conirols over the program.

SCHEDULE:
Initiated in the 4™ quarter of FY 2016.

MANAGEMENT CHALLENGE 1:

Management of a healthy and sustainable organizational culture and climate.
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Audit of DNFSB’s Human Resources Process for Filling Vacancies

DESCRIPTION AND JUSTIFICATION:

The Office of Personnel Management (OPM) requires agencies {o establish and maintain a
system of accountability for merit system principles. Agencies are further required o use
guidance, measures, and metrics and to identify the measures used in agency
accountability policies. OPM established the Human Capital Assessment and
Accountability Framework (HCAAF) system as standards, including appropriate metrics for
evaluators to use when assessing human capital management by Federal agencies.
HCAAF's system components are (1) Strategic Alignment System, (2) Leadership/
Knowledge Management System, {3) Results-Oriented Performance Culture System, {4)
Talent Management System, and {5) Accountability System. Human resources gvaluators
use agency processes and activities outlined in standards for the HCAAF System to
ensure, over time, the agency manages people efficiently and effectively in accordance
with merit system principies, veterans’ preference and related public policies.

The 2015 DNFSB Culture and Climate Survey conducted by OIG suggests that DNFSB's
process for hiring and retaining staff needs improvement. Specifically, there is a perception
among DNFSB staff that the agency is not atfracting and retaining the right talent.
Moreover, survey results reflect that 38 percent of DNFSB employees plan {o leave in the
next year.

OBJECTIVE:

The audit objective is to determine if DNFSB has identified mission-critical occupations and
competencies and deveioped sirategies to hire and retain staff in accordance with Federal
standards.

SCHEDULE:
Initiate in the 1% quarter of FY 2017.
MANAGEMENT CHALLENGE 3:

Management of administrative functions.
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Audit of DNFSB’s Site Reeresentative Program
DESCRIPTION AND JUSTIFICATION:

DNFSB’s mission is to provide independent analysis, advice, and recommendations to
the Secretary of Energy, as operator and regulator of DOE’s defense nuclear facilities, for
the adequate protection of public health and safety. The enabling legislation of DNFSB
authorizes its Board it to assign staff to be stationed at any DOE defense nuclear facility
to carry out the mission and functions of the agency. DNFSB’s Board used this authority
to establish and implement the Site Representative Program, which serves an essential
function for the agency’s safety oversight of DOE’s defense nuclear facilities.

DNFSB site representatives relocate to a DOE site with defense nuclear facilities and
perform direct oversight of the safety of operations. DNFSB currently has site
representatives stationed at five DOE defense nuclear facilities. Site representatives
advise the agency on the overall safety conditions at defense nuclear facilities. Site
representatives also act as DNFSB's liaison with local DOE and contractor management,
state and local agencies, elected officials and their staff, stakeholder organizations, the
media, and the public.

DNFSB site representatives serve a critical role as the Board relies on site representatives
to perform direct oversight of nuclear safety at their assigned DOE sites. Site
representatives are expected to evaluate the physical conditions of the facilities, identify
and communicate safety issues to the Board and its headquarters staff, and participate in
the planning and execution of safety reviews.

OBJECT|VE:

The audit objective is to determine whether the Site Representative Program
provides for the necessary onsite oversight of DOE defense nuclear facilities to
adequately protect public health and safety.

SCHEDULE:

Initiate in the 15t quarter of FY 2017.

MANAGEMENT CHALLENGE 4:

Management of technical programs.
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Audit of DNFSB’s Compliance with Standards Established by the Digital
Accountability and Transparency Act (DATA) of 2014

DESCRIPTION AND JUSTIFICATION:

The Digital Accountability and Transparency Act (DATA) of 2014 was enacted May 9, 2014,
and requires that Federal agencies report financial and payment data in accordance with
data standards established by the Depariment of Treasury and OMB. The data reporied
will be displayed on a Web site available to taxpayers and policy makers. In addition, the
Act requires that OIG review statistical samples of the data submitted by the agency under
the Act and report to Congress on the completeness, timetiness, quality and accuracy of
the data sampled and the use of the data standards by the agency.

The Council of the Inspectors General on Integrity and Efficiency (CIGIE} identified a timing
anomaly with the oversight requirements contained in the Act and recommended that IGs
delay reports required by the Act. In the interim, CIGIE encouraged I1Gs fo undertake
DATA “Readiness Reviews™ well in advance of the first November 2017 report. This
Readiness Review strategy is being pursued by DNFSB CIG. His the plan of OIG to
provide Congress with the first required report in November 2017.

OBJECTIVE:

The audit objectives are to {1) review the data submitted by the agency under the DATA to
determine the completeness, timeliness, quality and accuracy of the data sampled, and (2}
assess the use of the data standards by the agency.

SCHEDULE:

Initiate in the 2" quarter of FY 2017.

MANAGEMENT CHALLENGE 3:

Management of administrative functions.
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Audit of the DNFSB’s Implementation of its Governing Legislation

DESCRIPTION AND JUSTIFICATION:

DNFSB was created by Congress in 1988 as an independent organization within the
executive branch chartered with the responsibility of providing recommendations and
advice to the President and the Secretary of Energy regarding public health and safety
issues at DOE defense nuciear facilities. The Board reviews and evaiuates the content and
implementation of heaith and safety standards, as well as other requirements, reiating to
the design, construction, operation, and decommissioning of DOE’s defense nuclear
facilities.

DNFSB is led by five presidentially-appointed Board members serving staggered 5 year
terms. The Board is supported by about 105 technical and administrative staff personnel
and an annual budget of approximately $31 miliion.

The Board has a variety of authorities and powers for interacting with DOE. These include:
{1) conducting public hearings, (2) issuing subpoenas for the attendance of witnesses and
production of evidence, (3) formally requesting information or establishing reporting
requirements, (4) stationing onsite resident inspectors, and (5) conducting special studies.
The Board and its staff annually conduct about 200 site visits of an average duration of 2-3
days. The Board communicates with DOE through trip reports, requests for information,
other written correspondence, and meetings. The Board fransmits a total of about 100
pieces of correspondence annually to senior DOE management at headquarters and field
offices.

OBJECTIVE:

The audit objective is fo determine whether the Board is operating in accordance with
implementing legislation.

SCHEDULE:
Initiate in the 2™ quarter of FY 2017.
MANAGEMENT CHALLENGE 1.

Management of a2 healthy and sustainable organizational cuiture and climate.
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Audit of DNFSB’s Fiscal Year 2017 Financial Statements

DESCRIPTION AND JUSTIFICATION:

Under the Chief Financial Officers Act, as updated by the Accountability of Tax Dollars Acl
of 2002 and OMB Bulletin 15-02, Audif Requiremenis for Federal Financial Statements,
OIG is required o audit DNFSB’s financial statements. The report on the audit of DNFSB's
financial statements is due on November 15, 2017.

OBJECTIVES:

The audit objectives are to:

» Express opinions on DNFS8B's financia! statements and internal controls.

* Review compliance with applicable laws and regulations.

* Review the controis in DNFSB’s computer systems that are significant to the
financial statements.

» Assess the agency’s compliance with CMB Circular A-123, Revised,
Management’s Responsibility for Enterprise Risk Management and Internal
Conirol.

SCHEDULE:
Initiate in the 3™ quarter of FY 2017.
MANAGEMENT CHALL ENGE 3:

Management of administrative functions.

AT
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Independent Evaluation of DNFSB’s Implementation of the Federal
Information Security Modernization Act for Fiscal Year 2017

DESCRIPTION AND JUSTIFICATION:

The Federal Information Security Modermization Act of 2014 (FISMA) requires an
independent evaluation of DNFSB'’s information security program and practices. The
annuai assessments provide agencies with the information needed to determine the
effectiveness of overall security programs and toc develop strategies and best practices for
improving information security.

FISMA provides the framework for securing the Federal Government’s information
technology including both unclassified and national security systems. All agencies must
implement the requirements of FISMA and report annuaily to OMB and Congress on the
effectiveness of their security programs.

OBJECTIVE:

The audit objective is to conduct an independent evaluation of DNFSB’s implementation of
FISMA for FY 2017.

SCHEDULE:
Initiate in the 3™ quarter of FY 2017.
MANAGEMENT CHALLENGE 2:

Management of security over intemal infrastructures (personnel, physical, and cyber
security) and nuclear security.
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Evaluation of Potential Compromise of Systems (Social Engineering)

DESCRIPTION AND JUSTIFICATION:

Effective security is muiti-faceted and must include integrated protections provided by the
various components of a defense-in-depth strategy. Recent examples, such as the OPM
breach, where Federal agency and private corporate data becomes publicly availabie
highlights the necessity to provide and ensure protections over an organization’s security
posture. Unless agency technical, management, and operation security controis work in
concert, there is potential for an attacker to exploit a weakness in a faulty security
construct. Accordingly, an organization’s security posture is only as strong as its weakest
link, which most often is the result of human error.

Social engineering seeks o exploit weaknesses in a facility’s security posture in order {c
gain access to the facility and its information systems and data. Therefore, it is important
for a government agency to identify its most critical personne! and operational weaknesses
so that it may improve the mechanisms on which its security posture is dependent.
OBJECTIVE:

The audit objective is t0 assess the effectiveness and adequacy of the agency’s measures
used to protect the security and integrity of sensitive information technology systems and
data.

SCHEDULE:

Initiate in the 3rd quarter of FY 2017.

MANAGEMENT CHALLENGE 2:

Management of security over internal infrastructures (personnel, physical, and cyber
security) and nuclear security.

A9



Audits Planned for FY 2017 Appendix A

Assessment of DNFSB’s Most Saerious Management and Performance Challenges

DESCRIPTION AND JUSTIFICATION:

In January 2000, Congress enacted the Reports Consolidation Act of 2000, which requires
Federal agencies to provide an annual report that would consolidate financial and
performance management information in a more meaningful and useful format for
Congress, the President, and the public. included in the Act is a requirement that, on an
annuat basis, 1Gs summarize the most serious management and performance challenges
facing their agencies. Additionally, the Act requires that 1Gs assess their respective
agency's efforts to address the challenges.

OBJECTIVES:
The audit objectives are to:

+ Identify the most serious management and performance chalienges facing DNFSB.
» Assess DNFSB’s efforts to address the management and performance challenges.

SCHEDULE:
Initiate in the 3™ quarter of FY 2017.

MANAGEMENT CHALLENGES 1 THROUGH 4:

Addresses ali of the management challenges.
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Audit of DNFSB’s Employee Concerns Proram

DESCRIPTION AND JUSTIFICATION:

DNFSB's vision is to efficiently and effectively accomplish the safety oversight needed to
provide timely advice to the Secretary of Energy in assuring public health and safety at
DOE's defense nuclear facilities, exhibiting the highest standards of public service. One of
the ways that DNFSB plans to fulfill this is through leadership and operational processes
within an organizational culture that strives for the highest standards of integrity, efficiency,
effectiveness, transparency, fiscal responsibility, and management proficiency. DNFSB
employees are the foundation of this plan.

As such, addressing employee concerns is critical. Employee concerns can manifest in a
number of ways and having policies and programs, such as an open door policy and
differing views program, will help improve the alignment of human capital with the Board’s
mission, goals, and objectives. An effective employee concerns program will champion an
open, collaborative working environment that encourages all employees to promptly voice
differing views without fear of retaliation and offers advice and guidance to employees on
the various ways to raise and pursue mission-related differing views.

OBJECTIVE:

The audit objective is to determine if DNFSB has an employee concerns program in place
that helps it efficiently and effectively accomplish its safety mission.

SCHEDULE:
Initiate in the 4" quarter of FY 2017.
MANAGEMENT CHALLENGE 1:

Management of a healthy and sustainable organizational culture and climate.
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INTRODUCTION

The Assistant inspector General for Investigations {AIG!) has responsibility for
developing and implementing an investigative program that furthers OIG's
objectives. The AlGI’'s primary responsibilities include investigating possibie
violations of criminai statutes relating to DNFSB’s programs and activities,
investigating allegations of misconduct by DNFSB employees, interfacing with DOJ
on OlG-related criminal matters, and coordinating investigations and OIG initiatives
with other Federal, State, and local investigative agencies and other AlIGls.

Investigations covering a broad range of aliegations concerning criminal wrongdoing
or administrative misconduct affecting various DNFSB programs and operations.
Investigations may be initiated as a result of allegations or referrals from private
citizens; DNFSB employees; Congress; other Federal, State, and local iaw
enforcement agencies; OIG audits; the OIG Hotline; and proactive efforts directed at
areas bearing a high potential for fraud, waste, and abuse.

This investigative plan was developed to focus OIG investigative priorities and use
available resources most effectively. It provides strategies and planned investigative
work for FY 2017. The most serious management and performance challenges
facing DNFSB, as identified by the 1G, were also considered in the development of
this plan.

PRIORITIES

The OIG estimates it will initiate approximately five investigations in FY 2017. Reactive
investigations into ailegations of criminal and other wrongdoing will claim priority on
OIG’s use of available resources. Because DNFSB’s mission is to protect public health
and safety, Investigations’ main concentration of effort and resources will involve
investigations of alleged DNFSB empioyee misconduct that could adversely impact
public heaith and safety related matiers.

OBJECTIVES

To facilitate the most effective and efficient use of limited resources, Investigations has
established specific objectives aimed at preventing and detecting fraud, waste, and
abuse as well as optimizing DNFSB's effectiveness and efficiency. Investigations wiil
focus its investigative efforts in areas, which include possible viclations of criminal
statutes relating to DNFSB's programs and operations and allegations of misconduct by
DNFSB employees.
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INITIATIVES

* Investigate allegations that DNFSB employees violated governmentwide
ethics regulations.

» Interact with public interest groups, individual allegers, and industry workers
to identify indications of lapses in DNFSB’s regulatory oversight that could
create safety and security problems.

* Maintain close working relationships with members of the intelligence
community to identify and ameliorate vulnerabilities and threats to DNFSB
employees and resources.

» Proactively review and become knowledgeable in areas of DNFSB staff
emphasis to identify emerging issues that may require future OIG
involvement.

» Take an aggressive stand to protect DNFSB’s infrastructure against both
internal and external computer intrusions by working in close coordination
with DNFSB. This will include developing and disseminating information to
assist in protecting DNFSB computer systems and aggressively pursuing
suspected computer intrusion incidents.

» Attempt to detect possible wrongdoing perpetrated against DNFSB'’s
procurement and contracting program. This will include periodic meetings
between OIG and DNFSB management officials and a fraud awareness
presentation by OIG special agents to DNFSB contract specialists, project
managers, project officers, and other identified employees.

» Coordinate with DNFSB management officials in instances involving abuse of
individual travel cards issued to agency employees as well as purchase cards
issued for the procurement of supplies and equipment.

e Conduct fraud awareness and information presentations for DNFSB
employees and external stakeholders regarding the role of the OIG.

* Investigate allegations of misconduct by DNFSB employees and contractors,
as appropriate.
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OIG Hotline

* Promptly process complaints received via the OIG Hotline. Initiate investigations
when warranted and properly dispose of allegations that do not warrant OIG
investigation.

Freedom of Information Act (FOIA) & Privacy Act

» Promptly process all requests for OIG information received under FOIA.
Coordinate as appropriate with General Counsel to the IG and the FOIA and

Privacy Section.

Liaison Program

» Maintain close working relationships with other law enforcement agencies, public
interest groups, and the Congress. This will be accomplished through periodic
meetings with pertinent congressional staff, public interest groups, and
appropriate law enforcement organizations.

» Maintain a viable regional liaison program to foster a closer working relationship
with DNFSB site offices.

ALLOCATION OF RESOURCES

Investigations undertakes both proactive initiatives and reactive investigations.
Approximately 85 percent of available investigative resources will be used for reactive
investigations. The balance will be allocated to proactive investigative efforts such as
reviews of DNFSB contract files, examinations of DNFSB information technology
systems to identify weaknesses or misuse by agency employees, reviews of delinquent
Government travel and purchase card accounts, and other initiatives.
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ISSUE AREAS AND DESIGNATED ISSUE AREA MONITORS

Information Management

Kristen Lipuma
Beth Serepca

Nuclear Safety

Michael Blair
George Gusack
Sherri Miotla
John Thorp

Corporate Management

Jimmy Wong
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ABBREVIATIONS AND ACRONYMS

AIGA
AIGI
CIGIE
DATA
DOE
DOJ
DNFSB
FISMA
FOIA
FY
HCAAF
1AM

IG
NRC
OIG
OMB

OPM

Assistant Inspector General for Audits

Assistant Inspector General for Investigations

Council of the Inspectors General on Integrity and Efficiency
Digital Accountability and Transparency Act

U.S. Department of Energy

tJ.S. Department of Justice

Defense Nuclear Facilities Safety Board

Federal Information Security Modernization Act

Freedom of information Act

Fiscal Year

Human Capitai Ass