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Dear Ms. Phillips,

The Office of the Washington State Auditor has received and completed our response
to your public records request sent in via email, as follows:

(Stephanie Sullivan) My interview with the defense for the Fort Worden
PDA was cut short this afternoon, because it was determined that they
did not have any of our audit files from the investigation we performed.

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

Sincerely,

Mary Leider, CPRO
Public Records Officer, Office of the Washington State Auditor
(564) 999-0919 | www.sao.wa.gov
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Communication Log.xlsx

January 2021 - June 2021


			Communication Log


			Date			Who we met with, discussion topics (items requested but haven't received, budget changes, scope changes, difficulties, weaknesses, etc.), and any other key points.			Details/notes


			1/25/21			Becky Wagner - Set up meeting 			Non refundable deposit conversation and will ask about PDA credit card statements


			1/26/21			Emailed Becky/Carolyn request for claification of some transactions on bank statements 			Deposits and withdraws labled "cash exchange" 			rec 1/26/2020


			1/26/21			Emailed David Timmons asking for information on cash transactions the PDA idenditifed as needing follow up			Identfied by Mike Bailey former City Manager, City of Redmond and now MRSC. 			rec 1/26/2020


			1/27/20			Meeting with Becky and Carolyn  non refundable deposits			We also discussed the Advanced deposit account, David Robison payroll info, and outstanding items requested and ETA to receive.  Carolyn wearing many hats as Accounting Manager as she is also helping with HR responsbilities and accounting responsibilites that ususally are handled by others.  PDA looking to hire bookkeeper.  Becky Wagner is focused on tax reports and accounting for Foundation as well as assisting with audit.  I will email list of outstanding items later today after Carolyn provides more documentation so the list will be accurate. 


			1/27/20			Emailed list of outstanding audit requests to Becky, Carolyn and David Timmons.			According to Carolyn some requested items are with David for review prior to providing information to us.
I am maintaining a spreadsheet and will provide updated list weekly. Some of these requests were made in early December. 


			2/1/21			Carolyn asked me to check to see if file transfer came through due to error message. She also requested new file transfer link.			I checked Kiteworks and saw no upload and informed her.  I also sent new link. As of 2/8/2021 there has been no upload from Carolyn.


			2/3/21			MicroSoft Teams meeting with Interim Executive Director Dave Timmons to discuss financial condition.			Dave said he would send year-end information on FY2020 (cash, expenditures, and revenue,  and budget for 2021. As of 2/8 this info has not been received. 


			2/8/21			Emailed list of outstanding audit requests to Becky, Carolyn and David Timmons.


			2/22/21			Emailed list of outstanding audit requests to Becky, Carolyn and David Timmons.


			3/1/21			Emailed list of outstanding audit requests to Becky, Carolyn and David Timmons.			Emailed same list as last week as no support was provided. Also, asked for clarification on whether or not the PDA has Dave Robinson's personnel file so we can get payroll info as we have been given conflicting info.  I asked for an ETA to receive outstanding items. 


			3/10/21			Emailed list of outstanding audit requests to Becky, Carolyn and David Timmons.			We received a few requested items.  I asked for an ETA for requests. 


			3/15/21			Emailed list of outstanding audit requests to Becky, Carolyn and David Timmons.  Asked for outstanding credit card requests to be priority.			I received the final two requested bank statements but no other support 3/15/2021. 


			3/18/21			Emailed revised list of outstanding items to Becky, Carolyn, and David Timmons after Teams meeting with Carolyn and one talk conversation with Becky.			I had to request additional bank statements as some statements were really account analysis and not actual statements. 
I provided list of missing credit card statements. Some were due to transactions cut off in scan and missing pages.  Per Carolyn, District hired young woman to handle scans and she did not check image or scan both sides of documents. 
Carolyn is trying to get records related to vacation requests, calendar etc and has been asking IT to give her access.   Also, needs IT to give her access to old payroll system backup as currently she can only provide info for FY19 and FY20.
She is working to get Non refundable deposit info.


			3/24/21			Emailed list of outstanding items - revised based on docs received
Emailed bank activity transactions for testing and requested support


			3/29/21			Emailed credit card testing transactions and asked for support.  Noted we still are waiting for some outstanding statement and based on our review of those statements when received, we may select additional transactions 


			4/12/21			Emailed list of outstanding items along with copies of outstanding requests. Email also requested an ETA to receive outstanding items. 


			4/14/21			Provided new secure file links to Becky 


			4/21/21			Provided new secure file links to Carolyn


			4/26/21			 Reached out to Carolyn because I provided requested links but did not receive any new uploads.  Carolyn responded letting me know it is taking longer than she anticipated to get info.


			4/28/21			Carol, Melinda and I had Teams meeting with Dave Timmons to present amended engagement letter with 24 additl hrs accountability and discuss audit. 


			5/3/21			Reached out to Carolyn since she did not provide all support requested with her more recent email.


			5/5/21			Emailed Carolyn about additional bank transaction support


			5/25/21			Email the list of outstanding audit items


			6/1/21			Confirmed whether support received would be all support the PDA could provide? We gave deadline of June 4th


			6/1/21			Email from Carolyn confirming we have received all support the PDA can provide








07-01-2021 Forward


						Documentation Request Log


						Purpose/Conclusion:


						To document our audit request history with the Authority.





						Date			Contact			Initial Communication Method			Document Requested			1st Request Date			2nd Request Date			3rd Request Date			4th Request Date			5th Request Date			Received Date			Notes


						07/22/21			Melinda Seibert, Amy Strzalka, Becky Wagner & Carolyn Zipeto (David Timmons invited but did not attend)			Teams Meeting			We met and discussed the change in AIC moving forward. We discussed holding weekly check in meetings (via Microsoft Teams) and agreed Mondays at 10:00 worked for everyone. Melinda will set up Kiteworks folders to share documents and schedule check ins.			N/A			N/A			N/A			N/A			N/A			N/A


						07/26/21			Melinda Seibert & Carolyn Zipeto (Amy Strzalka, Becky Wagner & David Timmons invited but did not attend)			Teams Meeting			We discussed the sharefolders set up. We also discussed inviting Natalie Maitlin to our next check in on 08/02 to facilitate a discussion about non-refundable deposits. Requested Carolyn reach out to Natalie to determine if she will be available to attend on 08/02; she will let Melinda know so she can add her to the appointment.			07/26/21			N/A			N/A			N/A			N/A			07/26/21			Carolyn let us know Natalie was available to meet; added to meeting.


						07/29/21			Becky & Carolyn 			Email			Support for withdrawal from Authority bank account on 11/17/2015 for $4,173.04. 			07/29/21			N/A			N/A			N/A			N/A			07/29/21


						08/02/21			Melinda Seibert, Amy Strzalka, Becky Wagner,  Carolyn Zipeto & Natalie Maitland (David Timmons invited but did not attend)			Teams Meeting			We met and discussed the advanced deposit process. We additionally let them know the support requested for the transaction totaling $4,173 (see above) was received and resolved. We further followed up and verbally confirmed the Authority did not identify or pay any wage garnishments for Diane. 			N/A			N/A			N/A			N/A			N/A			N/A


						08/02/21			Natalie Maitland			Email			Requested clarification about previous reservation cancellation report received. 			08/02/21			08/09/21			N/A			N/A			N/A			08/09/21


						08/05/21			Becky & Carolyn 			Email			Requested clarification about several ACH transactions appearing on the Operating Account bank statement. 			08/05/21			N/A			N/A			N/A			N/A			08/05/21


						08/09/21			Melinda Seibert, Carolyn Zipeto & Amy Strzalka (Becky Wagner & David Timmons invited but did not attend)			Teams Meeting			Discussed status of non-refundable deposit review (received information from Natalie that morning, so would be reviewing and sending additional requests soon), discussed an upcoming request to request additional support or confirm support is missing for disbursement transactions and we discussed cancellation of the following week's check in meeting. 			N/A			N/A			N/A			N/A			N/A			N/A


						08/09/21			Becky & Carolyn 			Email			Requested policy information and either additional support or confirmation of missing support for disbursement transactions previously reviewed. 			08/09/21			N/A			N/A			N/A			N/A			08/10/21			Policy info received 8/9


						08/09/21			David			Phone			David informed Melinda via phone that Carolyn has turned in her resignation from Fort Worden and will be departing at the end of August. 			N/A			N/A			N/A			N/A			N/A			N/A


						08/09/21			Natalie Maitland			Email			Requested support for selected reservation cancellations			08/09/21			08/23/21			N/A			N/A			N/A			08/24/21			Sent via Secure File Transfer


						08/10/21			Becky & Carolyn 			Email			Requested vendor payment report for two former staff members and requested support for Audit Trail testing. 			08/10/21			08/23/21			N/A			N/A			N/A			08/26/21


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Received last item 8/26			Received everything but one invoice 08/10/21


						08/10/21			Becky, Carolyn & David			Email			Email requesting we schedule a "final" check in with Becky, Carolyn, David, Amy & Melinda before Carolyn's last day to review tentative results at that time			08/10/21			N/A			N/A			N/A			N/A			08/12/21			David is good - need to confirm other two


						08/10/21			Carolyn			Email			Request support for additional reimbursement to D. Robison			08/10/21			N/A			N/A			N/A			N/A			08/10/21


						08/11/21			Carolyn			Email			Follow up clarifications regarding disbursement support provided			08/11/21			N/A			N/A			N/A			N/A			08/11/21


						08/11/21			Carolyn & Becky			Email			Requesting additional support for payroll review 			08/11/21			08/23/21			N/A			N/A			N/A			08/23/21			Clarification regarding request sent about an hour later


						08/24/21			Carolyn, Becky & David			Email			Requesting further clarification regarding payroll and leave support provided			08/24/21			N/A			N/A			N/A			N/A			08/24/21


						08/25/21			Carolyn			Teams Meeting			Requested copies of calendars, emails or any other leave request type support for Dave, Diane and Sonya for 2019 and 2020. 			08/25/21			08/26/21


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Checked in to see if this would be possible - sounds like it will be - still figuring out how to gather the information			09/07/21			N/A			N/A			09/13/21			Received Diane's 2019 calendars 08/30/21; Diane's 2020 and Dave's 2019 & 2020 calendars 08/31/21; Emails for Diane 09/01/2021; Sonya's calendar received 09/08/2021; last of pertinent emails received 09/13/2021


						08/26/21			Carolyn			Email			Requested support for Sonya's leave cashout			08/26/21			N/A			N/A			N/A			N/A			08/26/21


						08/26/21			Carolyn, Becky & David			Email			July 2021 bank statements & clarification regarding disbursement support provided 			08/26/21			N/A			N/A			N/A			N/A			08/27/21


						08/30/21			Carolyn, Becky, David,  Amy & Melinda			Teams Meeting			Reviewed tentative results so far since Carolyn's last day is reported to be 08/31			N/A			N/A			N/A			N/A			N/A			N/A


						08/30/21			Natalie Maitland			Teams Meeting			Requested further support for reservation 1641 and policy information regarding complimentary stays			08/30/21			08/31/21


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Sent recap of meeting in writing next day
			09/07/21			N/A			N/A			09/10/21


						08/30/21			David			Teams Meeting			Amended state contract, updated debt schedules & final hospitality contract			08/30/21			08/31/21


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Sent recap of meeting in writing next day
												


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Received last item 8/26			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Checked in to see if this would be possible - sounds like it will be - still figuring out how to gather the information			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Sent recap of meeting in writing next day
			09/07/21			09/08/21			09/13/21			09/13/21


						09/08/21			Carolyn			Email			PTO ledgers for all types of leave we have not yet received for Dave, Diane & Sonya - specifically sick time PTO for all three other PTO for Dave & Diane.			09/08/21			09/13/21			N/A			N/A			N/A			09/16/21


						09/16/21			Carolyn			Email			Requested Carolyn review results of our PTO work to determine if we missed anything or misunderstood any information provided.			09/16/21			N/A			N/A			N/A			N/A			09/16/21


						09/13/21			Melinda, Amy, David, Becky & Randi			Teams Meeting			Discussed leave usage testing results. 			N/A			N/A			N/A			N/A			N/A			N/A


						09/20/21			Melinda, Amy, David, Becky & Randi			Teams Meeting			Discuss results of payroll review, discuss audit status and next steps			N/A			N/A			N/A			N/A			N/A			N/A


						09/27/21			Melinda, Amy, David, Becky, Randi & Carolyn			Teams Meeting			At the beginning of the audit, there was a discussion that the prior Board members were going to complete a review of credit card transactions (to look for indications or fraud or theft). I believe it was the co-Board chairs that were conducting this review. Did this review ever happen? If it did happen, is there support of their review available? And general audit status update.			09/27/21			N/A			N/A			N/A			N/A			09/27/21


						10/11/21			Melinda, Amy, David, Becky & Randi			Teams Meeting			Status update on potential interviews; review annual report filing recommendation			N/A			N/A			N/A			N/A			N/A			N/A


						10/11/21			Melinda, Amy, David, Becky, Randi & Carolyn			Email			Request response to annual report filing finding			10/11/21			N/A			N/A			N/A			N/A			10/19/21


						10/13/21			Melinda, Amy & David			Teams Meeting			Discuss and gather information about Fort Worden Hospitality			10/13/21			N/A			N/A			N/A			N/A			10/13/21


						10/25/21			Melinda, Amy, David, Becky & Randi			Teams Meeting			Status update on potential interviews; review financial condition finding recommendation; review draft exit item recommendations			N/A			N/A			N/A			N/A			N/A			N/A


						10/21/21			Melinda, Amy, David, Becky, Randi & Carolyn			Email			Request response to financial condition finding			10/21/21			N/A			N/A			N/A			N/A			10/28/21


						11/01/21			Melinda, Amy, Becky, Randi & Carolyn			Teams Meeting			Review draft management letters, discuss exit conference process; quick follow up question about the 7000 repair & maintenance account			N/A			N/A			N/A			N/A			N/A			N/A


						11/15/21			Melinda, Amy, David & Randi			Teams Meeting			Status update on audit; discuss upcoming financial statement audit			N/A			N/A			N/A			N/A			N/A			N/A


						11/29/21			Melinda, Amy, David, Randi & Carolyn			Teams Meeting			Discuss scheduling for meeting to review draft Fraud investigation report; discuss upcoming financial statement audit			N/A			N/A			N/A			N/A			N/A			N/A


						12/06/21			Melinda, Amy, David, Becky, Randi & Carolyn & Stephanie Sullivan			Teams Meeting			Reviewed draft Fraud investigation report			N/A			N/A			N/A			N/A			N/A			N/A


						12/06/21			David & Becky			Email			Request response to draft investigation report			12/06/21			N/A			N/A			N/A			N/A			12/09/21


						12/13/21			Melinda, Amy, David, Becky, Randi & Carolyn			Teams Meeting			Discuss and schedule the accountability exit conference			N/A			N/A			N/A			N/A			N/A			N/A


						12/13/21			David & Becky			Email			Request Management representation Letter			12/13/21			N/A			N/A			N/A			N/A			12/16/21


						12/20/21			Melinda, Amy, David, Becky, Randi & Carolyn			Teams Meeting			Held pre-exit conference to review accountability exit conference packet			N/A			N/A			N/A			N/A			N/A			N/A


						12/23/21			Open Public Meeting			Video Conference Call			Results of the draft accountability audit report and the issued Fraud Investigation Report (dated 12/23/2021) were shared with Authority staff, the Board and members of the public. 			N/A			N/A			N/A			N/A			N/A			N/A




























































Forensic Accountant Report with exhibits_Redacted.pdf

LINDA L. SAUNDERS, CFE, CPA Certified in Financial Forensics by the AICPA

September 24, 2020

Fort Worden PDA Counsel
Attn.: Mr. John Watts, Attorney
200 Battery Way

Port Townsend, WA 98368

VIA E-Mail Re: Fort Worden PDA
Forensic Accounting Expert Findings to date
Dear Mr. Watts:

CONFIDENTIAL—ATTORNEY WORK-PRODUCT INFORMATION IN ANTICIPATION
OF POTENTIAL LITIGATION

| was hired by you as an independent forensic accountant to help analyze Fort Worden
PDA’s financial records after the resignation of their Chief Financial Officer, Diane Moody,
in July 2020. To date, | have specifically verified allegations of two potentially fraudulent
transactions that were reported to the Port Townsend Police Department in approximately
August 2020, totaling $10,054. After my initial 20-hour review, which included document
examinations and interviews with the current accounting staff, it is my professional opinion
as an investigative forensic accountant, that Diane Moody must be charged with felony
thefts of these alleged misappropriated funds from the Fort Worden Public Development
Authority.

In my professional opinion, | believe am providing sufficient probable cause within this
report for law enforcement to request that the Jefferson County Prosecutor’s Office put
forth criminal charges of these alleged misappropriations of public funds from the Fort
Worden PDA. | make this assertion based on my twenty-six years as a professional
forensic accounting consultant, in addition to my over 26 weeks of classroom training and
work experience with the IRS as, first, a Revenue Agent, and then as a Special Agent
with the IRS Criminal Investigation Division. | have attached my Curriculum Vitae to
support my credentials. (See Exhibit 1-FAC-Expert-CV) | have testified before Judge
Harper and the former Superior Court Judge in civil cases, and | have worked as a
testifying expert for attorney Mindy Walker before she was elected as our District Court
Judge. | give the law enforcement branch my permission to vet my credentials with either
Judge Harper or Judge Mindy Walker, if they so choose.

| was originally provided an E-mail dated August 20, 2020 from Fort Worden'’s Director of
Finance & Administration, Sonya Baumstein, who originally began investigating the
PDA'’s financial records after Diane Moody’s resignation as Chief Financial Officer. (See
Exhibit 2—PDA0041-43) Per Ms. Baumstein’s August tracings, she discovered two
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checks written in 2019 by the PDA Chief Financial Officer. The PDA alleged, per Ms.
Baumstein’s E-mail, that Ms. Moody misappropriated one check for $4,822.16 on
approximately 9/16/2019 (Exhibit 3—Bates #PDA0018-19) and one check for $5,232
(Exhibit 4—Bates #PDA0016-17) on December 6, 2019. Both checks were signed by Ms.
Moody. These checks totaling10,054.16 are above the $5,000 felony theft amount under
the Revised Code of Washington.

To verify the accounting for these checks, | obtained a copy of the PDA’s QuickBooks
(@B) program, and | was able to independently verify that Ms. Moody was the employee
who wrote these two checks, based on the QB Audit Trail. (See Exhibit 5—Bates
#QBO0004). This QB audit feature tracks each transaction input by various employees
authorized with passwords to access QB. Per Exhibit 5, “dmoody” was the authorized
user for all the TJ Construction transactions. The two checks above were paid to Vendor
TJ Construction, per Exhibit 6—Bates #QB0003, which | downloaded from the PDA’s
electronic QuickBooks system.

From my independent verification with the Secretary of State’s Office (SOS), TJ
Construction was filed as Tomas James Construction, LLC, per SOS. This limited liability
company is owned by Diane Moody’s husband Tomas James, and she was the
“‘Registered Agent” of her husband’s and her company (Exhibit 7—Bates #FAC0124).
The SOS listed the same PO Box 2072 as was listed in the checks and the one invoice
for TJ Construction. Ms. Moody’s street address in QB and in the SOS document were
both listed as 1221 49" Street, Port Townsend. This company was administratively
dissolved per the SOS on 3/3/2019, over nine months prior to receiving the first check on
9/16/2019. See Exhibit 8—Bates #FAC0125-126 that | downloaded from the SOS website
on 9/13/2020. In the PDA Finance & Administration employee, Sonya Baumstein’s
statement, (EX-2, page PDA0042-Admin-Control), the PDA must have licensed and
bonded vendors, and this LLC had been dissolved months prior to the TJ Construction
check dates. Ms. Baumstein stated in her E-mail that she queried PDA departmental staff
who would have had to authorize any work, and none of the various maintenance or
operations department had any work done by TJ Construction. | did not interview non-
accounting staff, but the Finance and Administration officer was quite thorough in her
examination, per her statements her EX-2-E-mail 8/20/2020. Staff would be fact
witnesses to these statements.

| also interviewed the Fort Worden Bookkeeper, Carolyn Zipeto, independently, and she
walked me through the same process of approval and recording that Ms. Baumstein
explained in her E-mail (EX-2). Ms. Zipeto and | reviewed the QB file that we each had
copied to our desktop computers. She showed me the process where QB is able to
capture and create PDF copies of invoices that are paid to match checks paid to vendors.
There was only one invoice for TJ Construction’s payments—check #6192 for $4,822.16
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(EX-3). That pdf file was named “FW Sept 2019 invoice.pdf.” (See Exhibit # 9—Bates #
PDAOQ044). This invoice had no authorization signed off by a department employee who
would have approved this work. Ms. Zipeto provided me with a properly authorized invoice
as a sample for vendor “Platt.” (See Exhibit 10— Bates #PDA0045) This sample from
vendor Platt was signed off and dated by a PDA employee and was reflected in the QB
invoice back-up that was scanned into the QB program. This $4,822.16 invoice had no
such authorization. The other check #6408 for $5,232 (EX-4) did not have an invoice
attached to the QB verification system, and Ms. Baumstein could find no such document
in paper copies. Both Ms. Baumstein and Ms. Zipeto would also make knowledgeable
fact witnesses.

The backs of the checks generally give some indication of where the check may have
been deposited. | could not find any information on the back of the $5,232 check (EX-4-
PDF0017), but the back of the $4,822.16 check showed that this check was deposited to
a Wells Fargo bank (EX-3-Bates #PDAO0019). | found Ms. Moody’s Direct Deposit
information in the QB Employee Information. (See Exhibit 11—Bates #QB0001) Her PDA
net earnings were deposited semi-monthly to her Wells Fargo bank account #xxx0336.

In my professional opinion, a search warrant to access Ms. Moody’s Wells Fargo account
#xxx0336 and any other bank accounts held by Ms. Moody, or her husband (or significant
other) Tomas James would not only document exactly where these $10,034 in public
funds were deposited, it would very likely yield evidence of further wrongdoing.

| have only begun my overall forensic accounting examination, but it is highly likely that
the two checks written by Ms. Moody were not the only checks or funds taken by the CFO.
She was hired by the PDA in July 2015, and as the Chief Financial Officer, she had nearly
total control over the finances of Fort Worden. She easily over-road the internal controls
in writing the two checks to TJ Construction in 2019 without being detected until after her
resignation. In my professional investigative experience, in tracing employee
theft/misappropriation cases over the past twenty-six years, it is extremely rare that, with
such control over entity finances, that a five-year employee would commit only two
isolated (and large) incidents of financial self-dealing during her tenure. She also did the
accounting for one of the funding arms of Fort Worden, the Fort Worden Foundation. With
a $7-million-dollar annual Fort Worden budget, and such control over its finances, Diane
Moody’s bank records must be scoured to determine whether her lifestyle fit the profile of
her income from Fort Worden.

Additionally, a search warrant to retrieve her personal computer that, per staff statements,
was used for the Fort Worden business for years prior to issuing her a PDA-owned
computer is also critically important. This computer will very likely yield additional
evidence of wrongdoing.
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IN SUMMARY

The State Auditor's Office Fraud Department will be working in conjunction with my
examination. Ms. Moody has suggested to a PDA employee that she may stay in the Port
Townsend area and start up her own bookkeeping business in Jefferson County. It is
critical that this be fully investigated at the earliest possible time. We must complete this
investigation to avoid the risk that someone else could receive inappropriate accounting
work here on the Peninsula. In my professional forensic accounting opinion, there is no
reasonable doubt that she took the $10,054 in funds that were unauthorized from this
public entity. These acts of self-dealing require more investigation, and law enforcement
action in the way of search warrants will greatly expedite this process.

Sincerely,

Linda L. Sacaders

Linda L. Saunders, CPA/CFF, CFE
Forensic Accounting Consulting

Exhibits 1-11 attached

P.O. Box 854, Quilcene, WA 98376 < office: 360.765.3665 < cell: 206.948.5841 ¢ e-mail: LSaunders@ForensicCPA.org
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FORENSIC ACCOUNTING CONSULTING

LINDA L. SAUNDERS, CPA/CFF, CFE

SPECIALIZED BACKGROUND FOR FRAUD EXPERT
LINDA L. SAUNDERS, CPA/CFF, CFE

EXHIBIT 1 (pg.10f3)

UNIVERSITIES —

¢ Undergraduate degree in accounting (BA) — University of Puget Sound, Tacoma 1981
¢ Graduate degree in public administration (MPA) — Oklahoma University, Norman, OK 1993

SPECIAL TRAINING IN FEDERAL TAXATION AND PROVING INCOME FROM IRS —

¢ Schools as Internal Revenue Agent (tax auditor for businesses and corporations):

x 6 weeks in residence Federal Income Tax for Individuals (San Francisco, CA)
# 5 weeks in residence Federal Income Tax for Corporations (San Francisco, CA)
# 3 weeks in residence Federal Income Tax for Partnerships (San Francisco, CA)

¢ Schools as Internal Revenue Special Agent (criminal investigator for income tax fraud):

8 weeks Criminal Investigations Course

In residence at Federal Law Enforcement Training Center (FLETC), Glynco, GA
4 months correspondence course Advanced Criminal Investigations for IRS

5 weeks in residence IRS Indirect Methods of Proving Cash (FLETC, Glynco, GA)

* % ¥ %

MAINTAIN CONTINUING PROFESSIONAL EDUCATION REQUIRMEMENTS TO RETAIN
CERTIFICATION CURRENCY AS —

% Certified Public Accountant (CPA)
% Certified Fraud Examiner (CFE)
# Certified in Financial Forensics (CFF) by AICPA

UNIVERSITY ADJUNCT PROFESSOR (UNDER-GRADUATE AND GRADUATE LEVELS) —
Courses taught:

Accounting
Finance
Human Resources Management
Taxation
(See complete Curriculum Vitae for detailed experience information)

* ¥ ¥ %

P. O. Box 854, Quilcene WA 98376-0854 « office: 360.765.3665 * cell: 206.948-5841+ e-mail: CPA@ForensicCPA.org
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FORENSIC ACCOUNTING CONSULTING

LINDA L. SAUNDERS, CPA/CFF, CFE

FORENSIC
ACCOUNTANT
1994-present

ADJUNCT
PROFESSOR
1995-1999

MILITARY
RESERVIST
1981-2002

FINANCIAL
MANAGER &
CONTROLLER
1990-1993

UNIVERSITY
REPRESENTATIVE
1990

BANKING
SUPERVISOR
1989

GOVERNMENT
AUDITOR-STATE
1987-1989

EXHIBIT 1 (pg. 2 0f 3)

CURRICULUM VITAE

Owner of Forensic Accounting Consulting — Offer investigative accounting services
for civil and criminal cases. Specialties include expert witness for accounting and
fraud matters; intensive interviews while conducting fraud investigations; search for
assets; analyze documents used in litigation including employee embezzlement,
elder exploitation, tracing of trust transactions, and divorce proceedings. Trained in
Scientific Content Analysis and Reid Interview & Interrogation techniques. Affiliated
with Hersman Serles, CPAs, Feb-Aug 1999.

City University adjunct faculty for undergraduate and graduate MBA program.
Instructed finance/accounting classes at Tacoma & Silverdale campuses and MBA
courses at German sites. Held Olympic College Business & Economics Occupational
Teaching Certificate from past adjunct teaching assignments in Bremerton, WA.

Retired U.S. Coast Guard Reserve Officer. Enlisted storekeeper four years, Officer
1985 to 2002. Positions held: Fisheries Officer, Incident Command System Trainer,
Search & Rescue Controller, Composite Naval Coastal Warfare Administrative
Department Head, Intelligence Analyst, Operations Officer, and Readiness &
Mobilization Officer. Held $25,000 Coast Guard contracting warrant; awarded Coast
Guard Achievement Medals 1997 & 2001, CG Commendation Medal 2002.

Resource Management Director, Yokota Air Force Morale, Welfare, Recreation and
Services Squadron two years plus Deputy one year. Controller of $40M income and
expense budget, $4M capital budget, $51M annual cash flow; managed NCR
computerized accounting system in accordance with generally accepted accounting
principles; $25,000 warranted contracting officer; negotiated $500,000/month in
contracts; managed and supervised 40 culturally diverse, international employees in
Japan.

University of Oklahoma Advanced Program Representative, Yokota Air Base, Japan.
Managed over 50 current student files and monthly financial records for MPA
classes. Documented grades, enrollments, withdrawals, tuition assistance, book
sales, and inventory. Only on-site representative for students; hired by main campus
in Norman, OK; worked while full-time MPA student to receive scholarship.

National Bank of Fort Sam Houston accounting supervisor four months for the U.S.
military banking facilities in Japan. Reconciled daily accounts for eight branch
offices. Compiled monthly account reconciliations and bad debt write-offs for
headquarters in Texas. Resigned to pursue Public Administration graduate program
full-time.

Washington State Auditor’s Office field auditor-in-charge for municipal audits of
medium sized cities (30-40,000 pop.) in South King County, WA. Presented financial
reports in accordance with generally accepted accounting principles; earned public
CPA experience requirement for WA state CPA public license. Used extensive
written and oral communication skills between and among municipal officers and
State Auditor’s Office. Also audited municipal corporations in City of Seattle, such as
Pike Place Market, Seattle Art Museum, and Native America Indian Hospital.

(Continued next page)

P. O. Box 854, Quilcene WA 98376-0854 « office: 360.765.3665 * cell: 206.948-5841+ e-mail: CPA@ForensicCPA.org








CONTROLLER
1987

GOVERNMENT
AUDITOR-STATE
1985-1987

GOVERNMENT
AUDITOR-FEDERAL
1984-1985

CRIMINAL
INVESTIGATOR
1982-1984

GOVERNMENT
AUDITOR-FEDERAL
1979-1982

GOVERNMENT
AUDITOR-FEDERAL
1978-1979

PROFESSIONAL
DESIGNATIONS &
AFFILIATIONS

EDUCATION

EXHIBIT 1 (pg. 3 of 3)

Acting Controller of Washington State Ferry system, Seattle, within Washington State
Department of Transportation. Supervised 16 accounting technicians in four
departments: accounts receivable, accounts payable, payroll, and revenue control.
Invested daily cash excesses within bond covenant agreements and state financial
guidelines. During 5 month tenure was liaison with big six CPA firm during
comprehensive annual audit. Temporarily detailed to this position while state DOT
auditor (see next entry below).

Supervisory auditor for Washington State Department of Transportation; managed
audits of $1.3 billion 1-90 highway construction contracts in Seattle area. Supervised
two journeymen auditors; conducted internal and external audits of DOT and
architectural/engineering firm contractors in accordance with federal procurement
regulations; developed and managed computerized audit inventory of over fifty A/E
contractors with over 200 sub-contractors. Trained new auditors in federal
regulations and state audit guidelines.

Field auditor for U. S. Department of Transportation, Office of Inspector General,
Seattle. Conducted financial and compliance audits for Federal Aviation Adminis-
tration, Federal Highway Administration, and U. S. Coast Guard. Developed and
implemented audit programs to determine proper accounting for and expenditures of
federal funds. Special projects included: Bid protest on FAA Flight Service Station
contract; real property audit of Coast Guard assets in Alaska; and Federal Highway
Administration’s huge expenditures to utilize the last of the highway construction
funds promulgated during the Eisenhower Administration.

Internal Revenue Service Special Agent sixteen months in Phoenix, AZ. Received 13
weeks in-residence training in criminal law, interview techniques, indirect methods
of proving income, and investigative techniques for white collar crime at Federal
Law Enforcement Training Center, Glynco, Georgia. Investigated criminal allegations
of income tax evasion. Developed raw data, evaluated significance through public
records, criminal background checks, tax information, and informant contacts; issued
summons and subpoenas to obtain evidence; extensive liaison relationships with
federal, state, and local law enforcement officials.

Internal Revenue Service Revenue Agent (field auditor), King and Pierce Counties,
WA for business and corporate income tax returns. Examined books and records,
interviewed third parties, analyzed bank documents. Specialized exclusively in
potentially fraudulent cases years 1981-82. Recognized for achievements related to
project where substantial under-reported income was uncovered for a group of
drywall contractors.

Audit intern for U. S. Department of Labor, Office of Inspector General, Seattle, WA,
while University of Puget Sound undergraduate accounting student. Worked and
attended university classes alternating semesters. Audited Comprehensive
Employment and Training Act (CETA) programs throughout the United States.
Extensive research of federal regulations to determine eligibility of CETA participants
and allowability of federal costs incurred.

WA State CPA 1986, Certified Fraud Examiner 1994, Certified in Financial Forensics
2009. Member American Institute of CPAs, WA State Society of CPAs (Past Chair—
Fraud Sub-committee), Association of Certified Fraud Examiners (Past Chapter
President), Northwest Fraud Investigators, American Society —of Women
Accountants, and Association of Government Accountants. Certified as
Washington State  Woman Owned Business Enterprise. Frequent professional
speaker on fraud & forensic accounting topics.

Associate of Science, Business, Olympic Community College 1978; Bachelor of Arts,
Accounting, University of Puget Sound 1981; Master of Public Administration, Uni-
versity of Oklahoma 1993. Meet continuing education requirements as CPA and
CFE.

P. O. Box 854, Quilcene WA 98376-0854  office: 360.765.3665 ¢ cell: 206.948-5841¢ e-mail: CPA@ForensicCPA.org








EXHIBIT 2

From: DAVID TIMMONS
To: Linda Saunders, CFE, CPA/CFF; John Watts; John Watts
Subject: FW: Theft
Date: Friday, September 4, 2020 10:02:40 AM
Attachments: image002.png

image003.png

4EC34FA66D574D6293C01A481BD006C5.png

Here is what we submitted. John will need to have Sonya provide you with the checks.
DT

Sent from Mail for Windows 10

From: Sonya Baumstein
Sent: Saturday, August 22, 2020 2:58 PM

To: Jeff Jackson
Cc: DAVID TIMMONS
Subject: Fw: Theft

From: Sonya Baumstein

Sent: Friday, August 21, 2020 12:53:35 PM
To: John Watts

Cc: dgtimmons3@msn.com; Holly He ght
Subject: RE: Theft

Please note a correction below in yellow: the service was delivered in 2019 not in 2020. Apologies
for the error.

Thanks,
Sonya

From: Sonya Baumstein

Sent: Thursday, August 20, 2020 5:03 PM

To: John Watts <jwatts@fortworden.org>

Cc: dgtimmons3@msn.com; Holly He ght <hheight@fortworden.org>
Subject: Theft

Hi John,

Today after a conversation with Holly re: businesses Diane Moody has owned, | did a vendor search
on Quickbooks on a whim. | found a company that lined up with the search Holly had completed
called “TJ Construction” with Diane’s husband’s email address as the contact point + a business PO
Box that matched what Holly had found. Her husband’s name is Tomas James. The PDA had paid TJ
Construction $10,054.16 between September and December of 2019 with seemingly no service
being delivered, no supporting documents and no financial control systems followed. Here is the

PDA0041







EXHIBIT 2

information | have put together and given Holly in printed format, and what is attached above:

TJ Construction

The company is owned by Diane Moody and her husband Tomas James per Secretary of State
and Department of Revenue Filings

The entity is only current with its business license. It was administratively dissolved by
Secretary of State on 3/3/2019 and it’s construction license was suspended on 1/11/2019

On 9/15/19 a bill for $4822.16 was entered into our system by Diane Moody for work done on
“270 and 272 stairwell for Materials and Time + Sales Tax”, this invoice is attached.

On 12/10/19 a bill for $5232.00 was entered into our system by Diane Moody for Time and
Materials but did not have an attached invoice.

Both invoices were paid via check by Diane Moody (see QB Audit Trail) the same day they
were entered into Quickbooks. She had signed for both of them. Check proofs attached
Seemingly in 2016 she conducted business on behalf of TJ Construction using her FW email
address (see TJ files)

Administrative Control Breach

There is no contract for the entity either in paper or electronic format, a required step for
service providers at the fort. Any contract for projects over $10,000 must be signed by the
Executive Director and taken to the board for approval.

No current or former director or employee involved with ongoing maintenance/facilities
oversaw the work done by this vendor in or around 9/15/2019 and 12/10/2019, including
Daniele Costello, David Beckman or Jess Morris per verbal report on 8/20/20

The contractor was not bonded nor licensed to work on property. Had this vendor been
properly vetted, we would have no allowed them to work on property during the period billed
for.

Fiduciary Control Breach

The singular invoice on file was made out to Washington State Parks. | confirmed with them
they had no such vendor and had not ordered the work. A contract of that size for them
would have gone to the state for approval.

Per Quickbooks (accounting software) audit trail, Diane Moody created the bill, cut the check,
and signed it on both dates in question (9/15/19, a Saturday, and 12/10/19, a Tuesday). No
approved AP list mentioning TJ could be located in the finance department.

o This is not standard process. We have a 3 touch system: 1. Accountant enters the
invoice after receiving appropriate approval from supervisor (in this case it would have
been Dave Robison), 2. Supervisor routes the invoice to Finance Dept who enters as an
account payable. 3. Either myself or Diane would run an AP report, checking over the
vendors and inquiring with both bookkeepers as to what the costs were, choose the
vendors to be paid, then CFO would sign approval. 4. Checks were cut most typically by
head bookkeeper, then signed by Executive Director upon his review of the Approved
AP List.

Invoices must have exact hours + materials or supporting estimate they are based off of. Our
finance department would not accept vague invoices like the one submitted for work
completed.

PDA0042







EXHIBIT 2

We would not pay out a bill without having the invoice in hand, however we only have invoice
support for 1 of the 2 paid invoices

e We have no record of in the finance department of this entity doing work, billing or being
contracted for work (Diane’s emails included) except for an email from
billing@fortworden.org (Donna Mine, a previous employee) who was seeking the W-9 for the
company. We never received a W9 electronically, have nothing on paper file and would not
pay ahead of receipt of a W9. However, an EIN has been put into the vendor information on
QB

e The transaction on 9/15/19 was done on a Saturday when none of our finance staff was in
office, including typically Diane.

Note: Our company protocol with any other theft has always been anything over $25 must be
reported to the police and the state.

Sonya Baumstein

Director of Finance & Administration
Fort Worden

360-344-4408

Follow along to learn more about
what’s happening at Fort Worden year round!

£
Foiz Mbidon

—— PORT TOWNSEND ——

A HISTORIC GATHERING PLACE

FORT WORDEN PDA NOTICE REGARDING PUBLIC DISCLOSURE

Public documents and records are available to the public as required under the Washington State Public
Records Act (RCW 42.56). The information contained in all correspondences with a government entity may
be disclosable to third party requesters under the Public Records Act.

PDA0043







EXHIBIT 3

8/20/2020 Imaging - View Transaction
v ——— » . ,
- : First Federal Bank 6192
ooyt - Fort Worden PDA- s 2 ~ P , -
- T 200 Battery Way 368 : y _ Por,t’fggm%m | %
th‘?i/ . Port Townsend, WA 88368 y e - , 9/16/2019 %
R e : ' “ u - 8
PAYTO THE ' . $ . 0 s
ORDEROF  TJ Construction : HERRRL ' ;
: N ek AR RS R AR O wkxres s DOLLARS &
Four Thousand Eight Hundred Twenty-Two and 16/100™ _ _ ' _
o 3 . : 5k VOID AFTER 90 DAYS 8
TJ Construction , : " : : |
P O Box 2072 ' : - - _ : — g
Port Townsend WA 98368 : /'\/—_ /”””/ - b
: : _ : - 3
. MEMO ~ | , : : AUTHORIZED SIGNATURE . - 2
Repair stairs and porch 270/272 : ‘ _ .
— vocesao [N O

https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4¢c36-9859-fb4ae3684502? Token=wcoQHw 100IX5ju%2FSfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D 12
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EXHIBIT 3

Imaging - View Transaction
e ———— |

8/20/2020

TEED
A

HE ACCOUNT Of
ED PAYVEE | O

IN NAM
SE

MENTGUARAN
N.A,

TOT
AU G295 VELLS FARGOBANK.

CREDITED
WITH
LACK OF ENDOR

2/2

https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4c36-9859-fb4ae36845027? Token=wcoQHw100IX5ju%2F SfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D







8/20/2020 Imaging - View Transaction

EXHIBIT 4

First Federal Bank

1321 Sims Way

; F ; _ e © POBox 1510

% o ; g 2 , Port Townsend, WA 08368
%Z‘?}ﬁ g PortTownsend WA98368 ' 98.7084/3251

== PORT TOWKSEND o ]

PAY TO THE
ORDEROF T, Construct;on

6408

12/6/2019 3
s :
:

$ 523200 -

Redk ARk Rdirkde

. Five Thousand Two Hundred Thuty-Two and 00/100**+**

TJ Construct:on
P O Box 2072 -
Port Townsend WA.98368

“'VOID AFTER 90 DAYS

s
.. Repairs

AUTHORIZED SIGNATURE

https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4¢c36-9859-fb4ae3684502? Token=wcoQHw 100IX5ju%2FSfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D 12
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EXHIBIT 4

8/20/2020 Imaging - View Transaction
; g . W oom
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https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4c36-9859-fb4ae36845027? Token=wcoQHw100IX5ju%2F SfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D 2/2
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8:01 AM

09/16/20

FORT WORDEN PDA
Audit Trail for TJ Construction transactions

Entered/Last Modified

EXHIBIT 5

Num Entered/Last Modified Last modified by State Date Name Memo Account Split Debit Credit
entered or by d dy [Deleted User]
Bill 301
301 09/15/2019 11:58:52 dmoody [Deleted User] Latest 09/16/2019 TJ Construction Repair stairs and porch 270/272 2000 Operating:2001 Operating Payable Bank -SPLIT- 4,822.16
TJ Construction Time and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 2,411.08
TJ Construction Time and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 2,411.08
Bill 307
307 12/10/2019 15:34:16 dmoody [Deleted User] Latest 11/19/2019 TJ Construction Repairs 2000 Operating:2001 Operating Payable Bank 7000 Repairs & Maintenance:7007 Facility Building ... 5,232.00
TJ Construction Tme and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 5,232.00
Bill Pmt -Check 6192
6192 09/15/2019 11:59:48 dmoody [Deleted User] Latest 09/16/2019 TJ Construction Repair stairs and porch 270/272 1000 Operating Accounts:1001 Operating -6909 2000 Operating:2001 Operating Payable Bank 4,822.16
TJ Construction 2000 Operating:2001 Operating Payable Bank 1000 Operating Accounts:1001 Operating -6909 4,822.16
Bill Pmt -Check 6408
6408 12/10/2019 14:09:21 dmoody [Deleted User] Latest 12/06/2019 TJ Construction Repairs 1000 Operating Accounts:1001 Operating -6909 2000 Operating:2001 Operating Payable Bank 5,232.00
TJ Construction 2000 Operating:2001 Operating Payable Bank 1000 Operating Accounts: 1001 Operating -6909 5,232.00
Page 1
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12:58 PM
09/23/20

FORT WORDEN PDA
Vendor TJ Construction

All Transactions June 6, 2014 through August 27, 2020

EXHIBIT 6

Type Date Num Memo Account Clr Split Debit Credit
TJ Construction
Bill 09/16/2019 301 Repair stairs and porch 270/272 2001 Operating Payable Bank -SPLIT- 4,822.16
Bill Pmt -Check 09/16/2019 6192 Repair stairs and porch 270/272 1001 Operating -6909 X 2001 Operating Payable Bank 4,822.16
Bill 11/19/2019 307 Repairs 2001 Operating Payable Bank 7007 Services 5,232.00
Bill Pmt -Check 12/06/2019 6408 Repairs 1001 Operating -6909 X 2001 Operating Payable Bank 5,232.00
QB0003 et







EXHIBIT 7

9/13/2020 Corporations and Charities System

BUSINESS INFORMATION

Business Name:
TOMAS JAMES CONSTRUCTION, LLC

UBI Number:
603 552 248

Business Type:
WA LIMITED LIABILITY COMPANY

Business Status:
ADMINISTRATIVELY DISSOLVED

Principal Office Street Address:
1221 49TH ST, PORT TOWNSEND, WA, 98368, UNITED STATES

Principal Office Mailing Address:

Expiration Date:
10/31/2018

Jurisdiction:
UNITED STATES, WASHINGTON

Formation/ Registration Date:
10/17/2015

Period of Duration:
PERPETUAL

Inactive Date:
03/03/2019

Nature of Business:

REGISTERED AGENT INFORMATION

Registered Agent Name:
DIANE MOODY

Street Address:
1221 49TH ST, PORT TOWNSEND, WA, 98368-0000, UNITED STATES

Mailing Address:
PO BOX 2072, PORT TOWNSEND, WA, 98368-0000, UNITED STATES

GOVERNORS

Title Governors Type Entity Name First Name Last Name
GOVERNOR INDIVIDUAL TOMAS JAMES
GOVERNOR INDIVIDUAL DIANE MOODY

https://ccfs.sos.wa.gov/#/BusinessSearch/BusinessInformation 171

FAC0124







EXHIBIT 8

Washington Secretary of State
Corporations and Charities Division

P 801 Capitol Way South
“3)Secretary of State 20 Bo 40234
Y, /{énm./ Olympia, WA 98504-0234

(360) 725-0377
COI‘DS(FUSOS.W'&.&OV

03/03/2019

TOMAS JAMES CONSTRUCTION, LLC
DIANE MOODY

PO BOX 2072

PORT TOWNSEND WA 98368

ADMINISTRATIVE DISSOLUTION
Dear Sir/Madam,

UBI #: 603 552 248
Entity Name: TOMAS JAMES CONSTRUCTION, LLC

The above listed entity has not filed its annual report that was due on 10/31/2018. As a result, the entity is no longer
in active status.

In accordance with RCW23.95.605-610, the above entity is hereby administratively dissolved as of: 03/03/2019.
This action was taken due to failure of the entity to file a required report within the time set forth by law.

Under RCW 23.95.615, a domestic entity that is administratively dissolved may apply for reinstatement no later than
five (5) years after the effective date of administrative dissolution noted above. RCW 23.95.615 identifies the
requirements for an application for reinstatement.

You can access the Washington Secretary of State, Corporations and Charities Filing System (CCFS) online to reactivate
your entity using the following website https://www.sos.wa.gov/corps.

Sincerely,

Washington Secretary of State
Corporations and Charities Division
corps@s0s.wa.gov

Note: If your documents were recently submitted, please disregard this notice. If you have any questions concerning
this matter please contact our office at the address or phone number shown above.

FACO0125
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EXHIBIT 9

TJ Construction I nvoice
P O Box 2072 Date Invoice #
Port Townsend, WA 98368
9/13/2019 301
Bill To
Fort Worden State Parks
200 Battery Way
Port Townsend WA 98368
Description Amount
Repair stairs and porch-Time 4,000.00
Materials 424.00
Sales Tax 398.16
Total $4,822.16

PDA0044








EXHIBIT 10

IlI PAGE

plaitcom Electrical Supplies for Commercial / Industrial Controls / I

|

AN

Utilities / Datacom / Tools
BRANCHES THROUGHOUT THE B e ol SO S
SALES ORDER
: WEST TO SERVE YOU PICK TICKET 5

10605 SW Allen Blvd. - Beaverton, Oregon 97005 DCATIC

Port Angetes PAYMENT CHARGE
E PO BOX 218759 3414 E Hwy 101 DOCUMENT # Z?.?Z%?%O REPRINT

DATE

W BosTON MA Port Angeles CUST# 339088
T 02241 8759 98362 BRANCH _ 122
. Phone #360 457 9550 webhTora =1
(o] PECIA = 5

Fort Worden Public Development or orden Public Developmen ORDER BY: JASON DEMPSEY
Sl 200 Battery Wa% Fort Worden Public Development] PCKUP BY:
W Port Townsend WA 200 Battery Way Jason Dempsey (360) 344-4400

98368 Attn Facilities
)
Port Townsend WA

T 98368
) Phone #: 360 344 4400
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0255333
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e //
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EXHIBIT 11
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Reports Credit Cards

Taxes...

Sick/Vacation...

ADDITIONS, DEDUCTIONS AND COMPANY CONTRIBUTIONS

ITEM NAME AMOUNT LIMIT

|EM-WA-Admin CL... -0.08 0.00| 4
WC-Admin CI-530... 012 0.00
Additional Life Insu... -14.00 0.00

CHOOSE HOW TO PAY

Direct Deposit

Use Direct Deposit for: Moody, Diane M
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Fraud database-Report.pdf

Fraud Report

Fraud #: F-20-277
Submission Date: 08/20/2020

Entity: Fort Worden Public Development Authority
Dashboard

Short Description: a potential misuse of public funds
Investigation Status: Closed

Assigned Team: Port Orchard

Assignment Notes:

Detection Method: Entity Management

Entity: 3074

Total Budget: 100

Team Budget: 83

Audit Number: 47178

Audit Documentation: TM File

TM Project Code: 43FortWorden-AC20-FD20
Ok to release/bill time: No

Primary Loss Type: Other

Loss Type Notes or Sub Category:

Cyber Loss Category: --

Cyber Cause: --

This case contains sensitive information: No
Which tab or attachment contains sensitive information?
Results: Reduced Report

Closed Date: 01/12/2022

Inactivate: No

Inactive Notes:

Contact

Created By: ehlingerc

Name: Carol Ehlinger

Title: Audit Manager

Phone: 360-79006848
Email: ehlingerc@sao.wa.gov

Assignment Notes:







Paw and Plan

Loss Notification Date: 08/20/2020

PAW Assignment Date:

Initial Contact with Entity Date:

Assessment Completion Date:

Reviewing Team: Port Orchard

Team Review Date:

Fraud Team Review Date:

Please describe, if we did not meet 5 and 10 day requirements:

Action/Next Step:

Outcome

Exit conference date: 12/06/2021

Exit conference attendees:
Misappropriation assighed amount: 10054
Name and title of responsible party:
Misappropriation unassigned amount: 0
Questionable amount: 0
Misappropriation recovery amount: 0
Loss Amount: O

Cyber recovery Amount: 0

Final audit cost: 21000

Audit report number: 1029376

Audit report issue date: 12/23/2021

Other case # s reported with this one:

Restitution

SAO Approval Date:
SAO Approval Initials:
AG Approval Date:
SAO Approval Initials:
Amount Approved:
Point of Contact:
Contacted PA Date:

Post audit PA/LE/FBI contact notes:

Activity Log

Date Entry

08/20/2020 Fraud updated by sullivans







08/20/2020

08/21/2020

08/21/2020

08/21/2020

08/26/2020

09/21/2020
09/21/2020
09/21/2020

09/29/2020

10/06/2020

10/06/2020

01/11/2021
10/27/2021

10/27/2021
12/15/2021

12/22/2021
12/22/2021

12/22/2021
12/22/2021
12/22/2021
12/22/2021
12/22/2021

01/12/2022

Initial Loss Report

PAW Noatification Sent
PAW exported

Called contact David Timmons and left message asking to set up date/time for conversation
(complete PAW). (macintyrec)

Called contact David Timmons and left message asking to set up date/time for conversation
(complete PAW). (macintyrec)

Team will reach out to entity to clarify if they have reported to LE that the subject is in possession of
government records and used personal computer to conduct PDA work. Team will also remind the
entity to make sure they have secured any records and removed the subject from bank account
access. (sullivans)

Fraud updated by sullivans

Entity hired external investigator to perform a preliminary review of Authority records. We will
perform an external review of the investigation once complete. (sullivans)

Attachment added

Spoke to Detective from Port Townsend PD who plans to wait for SAO’s review of the outside
investigators work. (sullivans)

Meeting held with entity- David Timmons, John Watts, and Detective Staurat on 10.5.20 to discuss the
reported concern and SAO process. Work performed by outside investigator will be turned over to
SAO for review and SAO will open an investigation to review other concern areas not reviewed by the
investigator. (sullivans)

Fraud updated by sullivans
External review work complete, team will start expanded investigation plan work. (sullivans)

Called subject at (503-213-3116) on 10/20/21 and 10/22/21 and left voicemails requesting a return
call. (sullivans)

LOR= reduced report (sullivans)
FR report exited 12/6/21. Response received and report is scheduled to publish 12/23/21. (sullivans)
Attachment added

Fraud Investigation Report exit conference held 12/06/2021, report attached in supporting
documents. (seibertm)

Attachment added
Attachment added
Attachment added
Fraud updated by sullivans
Fraud updated by sullivans

Fraud closed by sullivans

Department/area of concern: All Departments

What is the suspected loss or illegal activity?

Start: 08/14/2020
End: 08/14/2020







What type of issue are you reporting? Other

What type of cyber concern are you reporting? --

What was the cause of initial attack vector for the cyber loss? --
Please describe the type of issue:

Please descibe the amount of loss:

Please describe the suspected loss of illegal activity: The Interim Executive Director contacted SAO and

indicated that the former CFO (resigned) may have misappropriated funds. The ED indicated that the former
executive director and the CFO inappropriately made payments and moved funds from one fund to another without
explanation or board approval The Interim Executive Director contacted SAO and indicated that the former CFO
(resigned) may have misappropriated funds. The ED indicated that the former executive director and the CFO
inappropriately made payments and moved funds from one fund to another without explanation or board approval.

How was the suspected loss or activity detected? through review of the financial statements

Is an investigation in progress? No

If an investigation by management, law enforcement or others underway, who is in charge of this
investigation?

What actions have you taken to date, if any? Let the PDA know that they should put the ED on some type of
leave

Are there any dedications of employee involvment? Yes, there is

Name and/or title of employee that have been involved in (responsible for) the loss.

Is this person still employed by the agency? No

Describe the employee’s job responsibilities and areas or functions the employee has/had access to:
Have any restitution agreements been signed? No

Has a police report been filed? No

Do you have a copy? No

Who at the entity is aware this concern is being reported?











Fraud External Investigation Review Checklist.pdf

Washington State Auditor’s Office
Fraud External Investigation Review Checklist

Fraud Case Number F-20-F20-277
Client Fort Worden Public Development Authority
Fraud Specialist Christine MacIntyre/ Melinda Seibert
Date of Investigation Review January 2021
Objective:

Audit Policy 1410 may allow all or a portion of an investigation to be performed by a client, law enforcement
agency (LEA) or other third party. In such cases, fraud investigators will review this work using the external
fraud review checklist to determine if the investigative methods and conclusion can be relied on or if additional

procedures are needed.

Investigators will contact Team Fraud, if you have questions or concerns during your review.

Notification of Suspected Loss

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

The Authority submitted a loss through our website
8/20/2020. The Authority did not report an amount
however they believed a former CFO may have
misappropriated funds using A/P payments and
moving money from one fund to another without
explanation or board approval.

What was the amount or potential amount of the
suspected loss?

Unknown when loss submitted.

What is the suspected method used to perpetrate the
loss?

Cash was moved between funds without approval
and the board is unsure of how the funds were used.
Additionally, two suspicious invoices were identified
and it is believed the former CFO used the A/P
system to pay fraudulent invoices.

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

Yes, Dianne Moody, former CFO is assigned
responsibility. Dianne resigned and no longer has
access to accounting and financial systems however
as CFO she had a lot of access and permissions.

Was the subject placed on administrative leave (date)?
What is their current employment status?

Employee has separated from the PDA by signing a
separation agreement in July 2020.

Who conducted the investigation? Name, Title

Internally, Sonya Baumstein, Finance Director based
on her work the PDA hired Linda L. Saunders, CFE,
CPA Certified in Financial Forensics by the AICPA.

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

Yes, Ms. Saunders has professional designations
that speak to her qualifications. She was a former
State Auditor and has years of auditing experience.








Here qualifications and resume are included in her
report. Exhibit 1 (pgs 6-8 in report)
Forensic Accountant Report with exhibits

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

Yes, she has had 26 yrs as a professional forensic
accounting consultant after working as a Revenue
Agent for the IRS and then as a Special Agent with
the IRS Criminal Investigation Division. She has
also testified in Court as an expert. (see report as
noted in response to question 7).

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

No, not that we are aware of.

10

Has the investigation been reviewed by the client?

Yes, the client reviewed the investigation and agrees
with the conclusions.

Scope, Methodology,

and Evidence

11

What was the scope and methodology of the
investigation? Please describe.

The scope was limited to a review of two invoices in
accounts payable and determining if they were
fraudulent invoices. Ms. Saunders conducted a
review of A/P documentation and interviewed staff to
gain an understanding of the A/P process and
controls over the A/P process. Two checks totaling
$10,054 paid to TJ Construction had been brought
to her attention by PDA staff. Invoice 301, $4,822.16
and invoice 307, $5,232.

Ms. Saunders reviewed the payments to TJ
Construction and Quickbooks audit trail for the entry,
approval and subsequent issued checks for payment
of the invoices. QB allows an invoice to be scanned
and accessed to tie to payment. There was only an
invoice in the Quickbooks system for one of the
invoices. This was invoice #301 was entered by the
CFO on a Saturday which is not a normal work day
for her (9/15/19) and cut the check on a Sunday
dated 9/16/2019 in the amount of $4,822.16.
(PDAO0044 page 21 in report

Forensic Accountant Report with exhibits

)

The invoice is not approved per PDA policy with
signatures which includes use of a stamp and then
coding, adding job, memo and authorized signature
(refer to exhibit PDA0045, pg 22 of report).

The invoice (#307) is not attached in QB as a pdf nor
was it retained as a hard copy. There was no
support for this invoice. This appears to have been
entered in the system on 11/19/19 and a check
printed on 12/6/19.

Mr. Saunders report explains she was able to
independently verify Ms. Moody was the employee
who wrote the checks based on the QB Audit Trail
(Exhibit 5, pg 16) which tracks transactions by each
employee with passwords to access QuickBooks.
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Ms. Saunders verified with the Secretary of State’s
Office that TJ Construction was owned by Ms.
Moody’s husband Thomas James and that Ms.
Moody was the registered agent for the company.
Ms. Moody’s address in QB and TJ Construction
address per SOS office are the same. Also, the
company was administratively dissolved per SOS
3/16/2019. (see Exhibits 7 & 8, pgs 17-19)

The check #6192 in the amount of $4,822.16 shows
a bank endorsement and was deposited into the
same bank that Ms. Moody’s payroll is deposited to
as verified by QB information. (see Exhibit 11, page
23 of report)

Check #6408 does not show a bank endorsement
however the check was cashed as the check image
was obtained from the bank.

12

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

No, the investigation was focused on
determining if the two invoices identified by the
PDA were valid expenditures of the PDA.
However, page 3 of the report notes it is highly
likely the two check written by Ms. Moody were
not the only checks or funds taken by the CFO
as Ms. Moody easily overrode internal controls.

The report also states Ms. Saunders work is
ongoing however it is our understanding that
once the PDA decided to have SAO handle the
audit the forensic accountant did not perform
additional work.

13

Were any subpoenas issued? If yes, describe.

Not to date. Ms. Saunders report suggests
subpoenas for both Ms. Moody’s and her husband’s
bank accounts as well as for her personal computer
she used to conduct PDA business.

14

Describe analytical procedures performed. Are any
other analytical procedures necessary?

Sonya Braumstein former PDA Finance Director
completed a QuickBooks search and found TJ
Construction with Ms. Moody’s husband’s email as
the contact. Sonya completed the initial review as
documented in an email that is Exibit 2, pgs 9-11 in
the report.

Ms. Saunders was then contracted to review and
determine if there was an issue/extent of issue.

Ms. Saunders obtained the cancelled checks,
invoice #301, TJ Construction A/P report and a
Quickbooks audit trail from Carolyn Zepieto,
Bookkeeper and Sonya Braumstein. As described in
her report at

Forensic Accountant Report with exhibits
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Ms. Saunders was able to tie check #6192 to
invoice #301. The invoice was scanned and attached
to the transaction in QB

Ms. Saunders had interviewed the bookkeeper and
Finance Director and was aware of the controls and
procedures over A/P. She was able to determine the
proper approval was not shown on the face of the
invoice as required. The PDA was unable to provide
an invoice #307 in support of the second payment
made with check #6408.

The bank supplied copies of the cancelled checks
and Ms. Saunders was able to see the bank
endorsement on the backside as well as the account
number the check was deposited into. Ms. Saunders
checked to see what bank account Ms. Moody’s
paychecks were direct deposited to and found the
bank listed on the check where it was deposited and
the bank where Ms. Moody’s payroll is deposited
matched. The second check #6408 does not show
an endorsement however since the check copy was
obtained from the bank the check was cashed.

As an example, Ms Saunders received an invoice
that had been properly approved and provided this
as Exhibit 10 pg22.

Sonya Braumstein reported she had discussed the
invoices and supposed work done with maintenance
and facilities staff D. Costello, D. Beckman and J.
Morris and none were aware of any work completed
by TJ Construction. This is disclosed the report and
Exhibit 2 on page 10.

Additionally, Ms. Saunders reviewed the AP account
for TJ Construction and saw there were only two
transactions which represent the two invoices paid.
She also reviewed the Quick books audit trail which
documents Ms. Moody entering the invoices and
processing the checks. Ms. Moody’s signature is on
both checks as the only authorizer for the check
disbursements.

Ms. Saunders checked the Secretary of State
website and saw that although TJ Construction had
been registered the business was dissolved effective
March 3, 2019. Invoice #301 was dated 9/13/2019
six months after dissolution.

Ms, Saunders analytical procedures were adequate
in relation to the two invoices the PDA was
concerned about.

However, Ms. Saunders report also explains there is
most likely more issues and her investigation was
limited.

We concluded additional procedures are needed to

4








determine if there are any other A/P issues including
credit card purchased.

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

Yes, source documents include cancelled checks,
invoice 301 showing lack of proper approval,

15 Quickbooks audit trail, TJ Construction A/P account
report, documentation obtained from Sec. State
website.

Were interviews conducted of entity personnel? Yes. September 15, 2020, Ms. Saunders conducted
interviews of former Finance & Administration

16 Director, Sonya Baumstein and current Bookkeeper,
Carolyn Zipeto as documented on pgs 2-3 of the
report.

Was the subject interviewed or given the opportunity to | It is our understanding Ms. Moody was not

17 respond to the allegations? In cases where the interviewed as part of Ms. Saunders investigation.
individual is not interviewed, is the justification
documented?

How did the subject respond to the key interview N/A

18 | questions? Did they take responsibility for the
misappropriation? If yes, when and how much?

Is there an overall summary including a schedule of the | Yes, the forensic accountant who completed the
fraudulent activities and amounts misappropriated? Is | review of the fraudulent invoices provided a report
the summary supported by work performed? Please describing her work along with exhibits supporting

19 | describe what and how much you tied to support. her work and conclusions. We reviewed her support
for the two fraudulent invoices and were able to tie
both to support. See report
Forensic Accountant Report with exhibits

20 Is there fixed responsibility? Do you agree with the | Yes, Diane Moody, former Chief Financial Officer.
methodology used to assign fixed responsibility?

21 When did the individual investigating complete the | The investigation was a 20 hr review conducted in
investigation? September 2020 with the report provided 9/24/2020.
What are the results of the investigation and the amount | Ms. Saunders determined that in her forensic
of the loss? (If not already described above, summarize | accounting opinion Ms. Moody took $10,054 in funds
the results of the investigation here.) that were unauthorized. Ms. Saunders also stated

22 more investigation was needed as well as
recommended law-enforcement action. (see page 4
of investigation report
Forensic Accountant Report with exhibits

23 | Have any restitution agreements been signed? No.

Who received the results of the investigation? When? The Board of Directors, Interim Executive Director,

24 and other management staff. Approximately,
September 24, 2020.

Conclusions
Do you have any concerns about the work or evidence | No concerns about the work or evidence related to
obtained? If yes, describe. the review of TJ Construction A/P account and the

o5 two identified invoices. However, concerns exist
there may be other A/P transactions (including credit
card purchases) that may represent additional
misappropriation.

26 | Do you agree with the conclusions? If no, describe. Yes.
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Document how any concerns noted during this review
will be resolved. If you think additional procedures
should be performed, please describe and contact

We have discussed and drafted an investigation plan
with the assistance and review of the AAM and
Stephanie Sullivan. We have obtained approval for

27 | Team Fraud to discuss and obtain approval for the | a budget of 100 fraud hours. We have also
investigative plan and budget. determined to include some work in our
accountability audit. See
[Jw] Fraud Fieldwork Plan Template
E-mail Team Fraud members to notify them that this | Done.
28 | checklist is complete, reviewed at the team level and

available in TeamMate for review.
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Fraud Fieldwork Plan Template.pdf

Fraud Investigation
Fieldwork Plan

Reported Loss Information

Fraud Case No.

F-20-277

Entity

Fort Worden Public Development Authority

Date SAO was notified of loss

8/20/2020

Type of loss (e.g. cash receipts, disbursements, payroll)

Disbursements

Reported amount of loss

At least $10,054

Investigation Resources and Timeframe

Audit staff

Christine Maclntyre, Melinda Seibert

Budget (Team and Team Fraud)

100 hours, including 22 hours for Team Fraud

Proposed start date for fieldwork

11/02/2020 — depending on availability of client

Proposed completion date for fieldwork

March 2021

Brief Background

The client hired an external investigator to perform a preliminary review of Authority disbursement records. The
external investigator identified two disbursements totaling $10,054 paid by the CFO to her husband’s construction
company for work that was not performed at the Authority. The CFO maintained access to multiple financial areas
including the Authority’s bank accounts, payroll, credit cards, grants, etc. Although we are not aware that she was
involved in the cash receipting process, she did have access to checks received in the mail.

Our last audit included testing of payroll, disbursements, cash receipting, and credit card transactions. The scope
reviewed was 2015-2017. Based on the limited testing performed, no significant exceptions were identified. For the
investigation, we will focus on 2018 to current and if necessary assess if these past years need expanded testing from

what has already been performed.

Planned Strategy / Procedures Budget
1 Planning conversations with the client and review of records provided by client. Also review the 4 hours
past audit documented controls, testing, and issues.
2 Perform external review of preliminary investigation completed by contracted investigator. 4 hours
Complete the external review checklist.
3 Bank Statement review 15 hours
e Perform a scan of Authority bank account statements transaction activity from 2015 to
current looking for unusual activity, including identifying:
o  Wire and ACH transfers
o Debit card activity (if any)
o Unexpected withdrawals or missing deposits
4 Disbursements review — We determined during our brainstorm we would include disbursements 2 hours
review as part of the accountability audit work. If fraudulent transactions are discovered, we will
complete additional fraud work. However, the yellow highlighted procedure below will remain
fraud work. We will complete it under the external investigation review and use 2 FRAD hours
for this work; all other hours will be GENL budget.
= - .
See accountability audit plan at = |‘——| Accountability Audit Plan and audit work at
'41] Disbursements - A/P and credit card

Page 1
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e Perform a vendor trend from 2015 to current.

e Select vendors paid in 2018 to current for further review to underlying
invoice/supporting documentation to determine if these are valid payments. If
concerns are identified, consider expanding testing to prior years if these vendors were
paid.

e Obtain and review a QuickBooks audit trail report for 2015 to current. Identify by
username all checks entered by the former CFO and select ones for testing.

e  Confirm amounts paid to the known vendor (T)'s construction) of the CFO’s husband
have all been identified.

e Review employee reimbursements paid to the former CFO and Executive Director to
determine if these are supported and for valid business purposes.

Payroll review 12 hours

e Perform a payroll trend of the former CFO and Executive Director’s compensation from
2015 to current. Compare the total payments for 2018 to current to the employment
contracts for the two employees to determine if the payments were appropriate.

e Review Authority records located related the wage garnishments for the former CFO.
Determine the source of the payments made to DOR and if these were properly
garnished from the CFO’s wages.

e Perform a trend of the former CFO and Executive Director’s leave use from 2015 to
current. Compare leave usage in 2018 to current to calendars, leave requests, leave
adjustments, etc. to determine completeness.

e Inthe PAW it mentions a suspicious payroll account. Follow up to determine what the
outcome of this account was.

e Review of vacation leave for Executive Director, CFO and Finance Director

e Review of leave cash outs paid to Executive Director, CFO or Finance Director if any
identified.

Credit Cards review — We determined during our brainstorm we would include credit cards 2 hours
review as part of the accountability audit work. If fraudulent transactions are discovered, we will
complete additional fraud work. However, the yellow highlighted procedure below will remain
fraud work. We will budget 2 FRAD hours for this work; all other hours will be GENL budget.
See accountability audit plan at @Accountablllty Audit Plan and audit work at
23] Disbursements - A/P and credit card

e Identify all credit card vendors paid by the Authority. Perform a trend from 2015 to
current to determine total amounts paid by year.

e Review credit card work completed by Authority

e Determine which credit card statements are on file at the PDA and if any are missing.
Scan 2018 to current statement transaction activity looking for unusual dates, location,
vendor charges

e Select charges from 2018 to current for testing to determine if these are for legitimate
PDA business

e Review refunds and credits to determine how these were applied to the account and if
any refunds were given as gift cards.

e If necessary, draft subpoenas to obtain copies of missing credit card statements where
PDA funds paid the bills.

Foundation review — We determined during our brainstorm we would include review of 0 hours

transactions with the Foundation as part of the accountability audit work. If fraudulent
transactions are discovered, we will complete additional fraud work. All hours for this area will
be GENL budget.

(] Accountability Audit Plan

See accountability audit plan at and audit work at

4] Foundation Review

e Review 2018 to current transactions between the PDA and the Foundation

e Request 2015 to current Foundation bank statements for review to identify transfers
from the Authority. If transfers are identified, we will request support to ensure
transfers are appropriate, approved and supported.

Page 2
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8 Conduct interviews with former CFO and former Executive Director (6hrs for Investigation Mgr) 15 hours
9 Discuss reporting with Special Investigations Program Manager and draft report 6 hours
10 Special Investigations Program Manager review time (TM file, Report, LE communications, Exit) 16 hours
11 Admin time (Client communications, Team level review, Exit) 24 hours
12 Total hours 100 hours

Subsequent Changes to Fieldwork Plan

11

12

Total additional hours
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Board of Directors
Fort Worden Public Development Authority
Port Townsend, Washington

Report on Fraud Investigation

Attached is the official report on a misappropriation at the Fort Worden Public Development
Authority. On August 20, 2020, the Authority notified the Office of the Washington State Auditor
of a potential loss of public funds. This notification was submitted to us under the provisions of
state law (RCW 43.09.185).

Our investigation was performed under the authority of state law (RCW 43.09.260) and included
procedures we considered necessary under the circumstances.

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

o

Pat McCarthy, State Auditor
Olympia, WA

cc: David Timmons, Executive Director

Americans with Disabilities

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

Insurance Building, P.O. Box 40021 ¢ Olympia, Washington 98504-0021 ¢ (564) 999-0950 * Pat.McCarthy@sao.wa.gov







FRAUD INVESTIGATION REPORT

Background and Investigation Results

On August 20, 2020, the Authority notified our Office regarding a potential loss of public funds,
as state law (RCW 43.09.185) requires. In July 2020, the Authority’s Chief Operations and Finance
Officer (CFO) resigned after the Authority identified a bank account transfer she attempted without
a documented explanation or board approval. After she left employment, the Authority reviewed
financial records and identified additional unusual transactions.

The Authority hired an outside accounting consultant to investigate this potential loss. The
consultant completed its investigation on September 24, 2020. The Authority then filed a police
report with the Port Townsend police department and provided the investigation files to us for
review. We also investigated further and determined a misappropriation totaling $10,054 occurred
at the Authority between September 15, 2019 and December 6, 2019.

The consultant’s investigation found:

e On Saturday, September 15, 2019, the CFO entered an expenditure of $4,822 payable to a
construction business into the Authority’s electronic payment system. An invoice
supporting this payment did not provide specific details about the work that the business
did, and it did not include the typical signature documenting departmental approval. On
Sunday, September 16, 2019, the CFO printed and signed a check for payment.

e On November 19, 2019, the CFO entered an expenditure of $5,232 for repair expenses
payable to the same construction business into the Authority’s electronic payment system.
On December 6, 2019, the CFO printed and signed a check for payment. The Authority
did not have an invoice supporting this expense.

e Based on records from the Secretary of State and Department of Revenue, the CFO’s
husband owns the construction business, and the CFO is listed as a registered agent for the
business. Records also show the business was administratively dissolved on March 3, 2019,
which is more than six months before the CFO recorded and made the first payment to the
business.

To determine if any additional misappropriation occurred, we examined other areas the CFO had
access to, including payroll transactions, credit cards, disbursements and bank account transfers.
We did not find additional misappropriation. However, we did find internal control weaknesses
that are addressed in the Authority’s accountability audit report.

In October 2021, we made multiple phone call attempts to reach the former CFO for an interview.
She did not respond to our requests.
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Control Weaknesses

The Authority’s internal controls were inadequate for safeguarding public resources. We found the
the Authority had insufficent monitoring and lacked a secondary review process for all payments
staff entered into its accounting system. The former CFO was able to create new vendor profiles
in that system and enter, prepare and sign checks without any oversight.

Recommendations

We recommend the Authority strengthen its internal controls over the accounts payable process to
ensure adequate oversight and monitoring to safeguard public resources. This should include
monitoring the vendors staff enter into the accounting system and establishing an independent
secondary review of all invoices staff enter into the system for payment.

We will refer this case to the Jefferson County Prosecuting Attorney’s Office for any further action
it determines is necessary.

We also recommend the Authority seek recovery of the misappropriated $10,054 and related State
Auditor’s Office investigation costs of $21,000 from the former CFO and/or its insurance bonding
company. Under state law (RCW 43.09.260), the Attorney General and State Auditor must provide
written approval of any compromise or settlement of this claim by the Authority. Assistant
Attorney General Matt Kernutt is the contact person for the Attorney General’s Office. He can be
reached at (360) 586-0740 or Matthew.Kernutt@atg.wa.gov. The contact for the Office of the
Washington State Auditor is Brandi Pritchard, Assistant Director of Local Audit and Special
Investigations. She can be reached at (360) 489-4591 or Brandi.Pritchard@sao.wa.gov.

Authority’s Response

We appreciate the thoroughness of the work that was done to complete this report. While it is
disappointing and disturbing to know this occurred, we appreciate the finding that no other
evidence of misappropriation was discovered following this extensive review.

We want to note also that as a part of the Authority’s own separate investigation that it uncovered
other actions of the former CFO that should be reviewed for possible additional violations of law
and require additional restitution for consideration by the Prosecuting Attorney. The Authority
believes these additional actions demonstrate a clear case of a breach of a public official’s duty
by the former CFO. The Authority also documented that the financial harm done is significant to
the Authority’s finances and public trust in the Authority’s current and future fiduciary
responsibilities. The Authority requests that the Prosecuting Attorney review the totality of this
matter when it deliberates on a course of action.

The Authority concurs with the results and recommendations and will continue to implement
changes to prevent any future events. The Authority wishes to also request additional restitution
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for its direct cost to this investigation which includes two independent investigations leading to
this report and a significant amount of staff time to produce supporting documentation in
assistance to those investigations.

Again, we wish to acknowledge the efforts and support of all involved in this matter. Actions and

steps have been taken to ensure that what occurred here and elsewhere is greatly reduced.

Auditor’s Remarks

We thank Authority officials and personnel for their assistance and cooperation during the
investigation. We will follow up on the Authority’s internal controls during the next audit.
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ABOUT THE STATE AUDITOR’S OFFICE

The State Auditor’s Office is established in the Washington State Constitution and is part of the
executive branch of state government. The State Auditor is elected by the people of Washington
and serves four-year terms.

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

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

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

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

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

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

Stay connected at sao.wa.gov Other ways to stay in touch
e Find your audit team e Main telephone:
e Request public records (564) 999-0950
e Search BARS manuals (GAAP and . '
cash), and find reporting templates e Toll-free Citizen Hotline:

e [Learn about our training workshops (866) 902-3900

and on-demand videos

e Discover which governments serve you
— enter an address on our map

e Explore public financial data
with the Financial Intelligence Tool

e FEmail:
webmaster(@sao.wa.gov
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FW: Alleged Theft with FAC verifications


			From


			David Timmons


			To


			Ehlinger, Carol (SAO)


			Recipients


			ehlingerc@sao.wa.gov





Carol





 





Wanted to share this with you.





 





David





 





From: DAVID TIMMONS <dgtimmons3@msn.com> 
Sent: Wednesday, September 16, 2020 5:44 PM
To: David Timmons <dtimmons@fortworden.org>
Subject: FW: Alleged Theft with FAC verifications





 





 





 





Sent from Mail for Windows 10





 





From: Linda Saunders, CFE, CPA/CFF
Sent: Wednesday, September 16, 2020 10:40 AM
To: John Watts (jwatts@fortworden.org); John Watts (JohnW@olympus.net)
Cc: DAVID TIMMONS
Subject: FW: Alleged Theft with FAC verifications





 





CONFIDENTIAL—ATTORNEY WORK-PRODUCT INFORMATION IN ANTICIPATION OF POTENTIAL LITIGATION





 





Mr. Watts,





I have been hired by you as an independent forensic accountant to help analyze Fort Worden PDA’s financial records after the resignation of their Chief Financial Officer in July. I have specifically verified allegations of two potentially fraudulent transactions that were reported to the Port Townsend Police Department in approximately August 2020. After my initial 13 hour review, which included document examination and interviews of the current accounting staff, I believe there is sufficient probable cause for law enforcement to request the Jefferson County Prosecutor’s Office to put forth criminal charges of felony misappropriations of public funds from the Fort Worden Public Development Authority. I make this assertion based on my 26 years as a professional forensic accounting consultant, in addition to my over 26 weeks of classroom training and work with the IRS as, first, a Revenue Agent, and then as a Special Agent with the IRS Criminal Investigation Division. I have attached my CV to support my credentials. I have testified before Judge Harper and the former Superior Court Judge in civil cases, and have worked as a testifying expert for Mindy Walker before she was elected as our District Court Judge. I give the law enforcement branch my permission to vet my credentials with either Judge Harper or Judge Mindy Walker, if they choose to.





 





I have forwarded the E-mail below from Fort Worden’s Director of Finance & Administration, Sonya Baumstein, who originally investigated the PDA’s financial records where she found two checks written in 2019 by the PDA Chief Financial Officer Diane Moody, after Ms. Moody resigned in July 2020. The PDA alleges that Ms. Moody misappropriated one check for $4,822.16 on approximately 9/16/2019 (Bates #PDA0018-19) and one check for $5,232 (Bates #PDA0016-17). These checked totaled $10,054.16 are above the $5,000 felony theft amount under the RCW. I obtained a copy of the PDA’s QuickBooks (QB) program, and was able to independently verify that Ms. Moody was the employee who wrote these two checks, based on the QB Audit Trail that tracks each transaction input by authorized employees who have passwords to access QB. (Bates #QB0004)





 





The two checks above were paid to Vendor TJ Construction, per QB0003, which I downloaded from the PDA’s QuickBooks electronic system. From my independent verification with the Secretary of State’s Office, TJ Construction is filed as Tomas James Construction, LLC. This limited liability company is owned by Diane Moody’s husband Tomas James, and she was the “Registered Agent” of her husband’s and her company (Bates #FAC0124). The SOS listed the same PO Box 2072 as was listed in the checks and the one invoice for TJ Construction. Ms. Moody’s street address in QB and in the SOS document were both listed as 1221 49th Street, Port Townsend. This company was administratively dissolved per the SOS on 3/3/2019, over nine months prior to receiving the first check on 9/16/2019. See Bates #FAC0125-126 that I downloaded from the SOS website on 9/13/2020. In the PDA Finance & Administration employee Sonya Baumstein’s statement below, the PDA must have licensed and bonded vendors, and this LLC had been dissolved. Ms. Baumstein stated she queried PDA departmental staff who would have had to authorize any work, and none of the various maintenance or operations department had any work done by TJ Construction. I did not interview non-accounting staff, but the Finance and Administration officer was quite thorough in her examination, per her statements below.





 





I also interviewed the Fort Worden Bookkeeper Carolyn Zipeto independently, and she walked me through the same process of approval and recording that Ms. Baumstein explained below. She and I reviewed the QB file that we each had copied to our desktop computers. She showed me the process where QB is able to capture and create PDF copies of invoices that are paid to match checks paid to vendors. There was only one invoice for TJ Construction’s work that was paid for—the one for $4,822.16. That PDF file was named “FW Sept 2019 invoice.pdf.” (Bates # PDA0044). This invoice had no authorization by a department employee who would have approved this work. She provided me with a properly authorized invoice as a sample, which I Bates numbered PDA0045. This sample from vendor Platt was signed off and dated by a PDF employee and was reflected in the QB invoice back-up that was scanned into the QB program. This $4,822.16 had no such authorization. The other check #6408 for $5,232 did not have an invoice attached to the QB verification system, and Ms. Baumstein could find no such document in paper copies.





 





The backs of the checks should have given some indication of where the check may have been deposited. I could not find any information on the back of the $4,822.16 check (PDF0017), but the back of the $4,822.16 check showed that this check was deposited to a Wells Fargo Bank (Bates #PDA0019). I found Ms. Moody’s Direct Deposit information in the QB Employee Information. Her PDA net earnings were deposited semi-monthly to her Wells Fargo bank account #8303770336. A search warrant would be helpful to document where these $10,034 in public funds were deposited. 





 





I have only begun my overall forensic accounting, so I cannot say at this time that this $10,045 was the only money that was misappropriated. Ms. Moody was hired by the PDA in July 2015. The State Auditor’s Office will be working in conjunction with my examination. Ms. Moody has suggested to a PDA employee that she may stay in the Port Townsend area and start up her own bookkeeping business. It is imperative that this be investigated at the earliest possible time. It would not be good to kick this can down the road and risk someone else receive inappropriate accounting work, if she, in fact, took over $10,000 from this public entity.





 





Sincerely,





Linda





 





Linda Saunders, CFE, CPA/CFF 
Certified in Financial Forensics by AICPA 
Forensic Accounting Consulting 
P O Box 854 
143 Wildcat Way (UPS/FedEx only) 
Quilcene, WA 98376-0854





Office:  360-765-3665   Cell:  206-948-5841





E-Mail:  LSaunders@forensicCPA.org





www.forensiccpa.org





 





 





 





 





 





 





From: DAVID TIMMONS [mailto:dgtimmons3@msn.com] 
Sent: Friday, September 4, 2020 10:05 AM
To: Linda Saunders, CFE, CPA/CFF <LSaunders@ForensicCPA.org>; John Watts <jwatts@fortworden.org>; John Watts <johnw@olympus.net>
Subject: FW: Theft





 





Here is what we submitted.  John will need to have Sonya provide you with the checks.





 





DT





 





Sent from Mail for Windows 10





 





From: Sonya Baumstein
Sent: Saturday, August 22, 2020 2:58 PM
To: Jeff Jackson
Cc: DAVID TIMMONS
Subject: Fw: Theft





 











From: Sonya Baumstein
Sent: Friday, August 21, 2020 12:53:35 PM
To: John Watts
Cc: dgtimmons3@msn.com; Holly Height
Subject: RE: Theft 





 





Please note a correction below in yellow: the service was delivered in 2019 not in 2020. Apologies for the error.





 





Thanks,





Sonya





 





From: Sonya Baumstein 
Sent: Thursday, August 20, 2020 5:03 PM
To: John Watts <jwatts@fortworden.org>
Cc: dgtimmons3@msn.com; Holly Height <hheight@fortworden.org>
Subject: Theft





 





Hi John,





 





Today after a conversation with Holly re: businesses Diane Moody has owned, I did a vendor search on Quickbooks on a whim. I found a company that lined up with the search Holly had completed called “TJ Construction” with Diane’s husband’s email address as the contact point + a business PO Box that matched what Holly had found. Her husband’s name is Tomas James. The PDA had paid TJ Construction $10,054.16 between September and December of 2019 with seemingly no service being delivered, no supporting documents and no financial control systems followed. Here is the information I have put together and given Holly in printed format, and what is attached above:





 





TJ Construction





*	The company is owned by Diane Moody and her husband Tomas James per Secretary of State and Department of Revenue Filings


*	The entity is only current with its business license. It was administratively dissolved by Secretary of State on 3/3/2019 and it’s construction license was suspended on 1/11/2019


*	On 9/15/19 a bill for $4822.16 was entered into our system by Diane Moody for work done on “270 and 272 stairwell for Materials and Time + Sales Tax”, this invoice is attached.


*	On 12/10/19 a bill for $5232.00 was entered into our system by Diane Moody for Time and Materials but did not have an attached invoice.


*	Both invoices were paid via check by Diane Moody (see QB Audit Trail) the same day they were entered into Quickbooks. She had signed for both of them. Check proofs attached


*	Seemingly in 2016 she conducted business on behalf of TJ Construction using her FW email address (see TJ files)





 





Administrative Control Breach





*	There is no contract for the entity either in paper or electronic format, a required step for service providers at the fort. Any contract for projects over $10,000 must be signed by the Executive Director and taken to the board for approval.





*	No current or former director or employee involved with ongoing maintenance/facilities oversaw the work done by this vendor in or around 9/15/2019 and 12/10/2019, including Daniele Costello, David Beckman or Jess Morris per verbal report on 8/20/20


*	The contractor was not bonded nor licensed to work on property. Had this vendor been properly vetted, we would have no allowed them to work on property during the period billed for.





 





Fiduciary Control Breach





*	The singular invoice on file was made out to Washington State Parks. I confirmed with them they had no such vendor and had not ordered the work. A contract of that size for them would have gone to the state for approval.


*	Per Quickbooks (accounting software) audit trail, Diane Moody created the bill, cut the check, and signed it on both dates in question (9/15/19, a Saturday, and 12/10/19, a Tuesday). No approved AP list mentioning TJ could be located in the finance department. 





*	This is not standard process. We have a 3 touch system: 1. Accountant enters the invoice after receiving appropriate approval from supervisor (in this case it would have been Dave Robison), 2. Supervisor routes the invoice to Finance Dept who enters as an account payable. 3. Either myself or Diane would run an AP report, checking over the vendors and inquiring with both bookkeepers as to what the costs were, choose the vendors to be paid, then CFO would sign approval. 4. Checks were cut most typically by head bookkeeper, then signed by Executive Director upon his review of the Approved AP List.





*	Invoices must have exact hours + materials or supporting estimate they are based off of. Our finance department would not accept vague invoices like the one submitted for work completed. 


*	We would not pay out a bill without having the invoice in hand, however we only have invoice support for 1 of the 2 paid invoices


*	We have no record of in the finance department of this entity doing work, billing or being contracted for work (Diane’s emails included) except for an email from billing@fortworden.org (Donna Mine, a previous employee) who was seeking the W-9 for the company. We never received a W9 electronically, have nothing on paper file and would not pay ahead of receipt of a W9. However, an EIN has been put into the vendor information on QB


*	The transaction on 9/15/19 was done on a Saturday when none of our finance staff was in office, including typically Diane.





 





Note: Our company protocol with any other theft has always been anything over $25 must be reported to the police and the state.





 





Sonya Baumstein





Director of Finance & Administration





Fort Worden                                                    





360-344-4408                             





 





Follow along to learn more about 





what’s happening at Fort Worden year round! 





 





                           





 





        





                                                         





FORT WORDEN PDA NOTICE REGARDING PUBLIC DISCLOSURE





Public documents and records are available to the public as required under the Washington State Public Records Act (RCW 42.56). The information contained in all correspondences with a government entity may be disclosable to third party requesters under the Public Records Act.
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EX-1-Forensic-CPA-CV-9-2019.pdf


FORENSIC ACCOUNTING CONSULTING

EXHIBIT 1

LINDA L. SAUNDERS, CPA/CFF, CFE

FORENSIC
ACCOUNTANT
1994-present

ADJUNCT
PROFESSOR
1995-1999

MILITARY
RESERVIST
1981-2002

FINANCIAL
MANAGER &
CONTROLLER
1990-1993

UNIVERSITY
REPRESENTATIVE
1990

BANKING
SUPERVISOR
1989

GOVERNMENT
AUDITOR-STATE
1987-1989

CURRICULUM VITAE

Owner of Forensic Accounting Consulting — Offer investigative accounting services for
civil and criminal cases. Specialties include expert witness for accounting and fraud
matters; intensive interviews while conducting fraud investigations; search for assets;
analyze documents used in litigation including employee embezzlement, elder
exploitation, tracing of trust transactions, and divorce proceedings. Trained in Scientific
Content Analysis and Reid Interview & Interrogation techniques. Affiliated with
Hersman Serles, CPAs, Feb-Aug 1999.

City University adjunct faculty for undergraduate and graduate MBA program.
Instructed finance/accounting classes at Tacoma & Silverdale campuses and MBA
courses at German sites. Held Olympic College Business & Economics Occupational
Teaching Certificate from past adjunct teaching assignments in Bremerton, WA.

Retired U.S. Coast Guard Reserve Officer. Enlisted storekeeper four years, Officer 1985
to 2002. Positions held: Fisheries Officer, Incident Command System Trainer, Search &
Rescue Controller, Composite Naval Coastal Warfare Administrative Department
Head, Intelligence Analyst, Operations Officer, and Readiness & Mobilization Officer.
Held $25,000 Coast Guard contracting warrant; awarded Coast Guard Achievement
Medals 1997 & 2001, CG Commendation Medal 2002.

Resource Management Director, Yokota Air Force Morale, Welfare, Recreation and
Services Squadron two years plus Deputy one year. Controller of $40M income and
expense budget, $4M capital budget, $51M annual cash flow; managed NCR
computerized accounting system in accordance with generally accepted accounting
principles; $25,000 warranted contracting officer; negotiated $500,000/month in
contracts; managed and supervised 40 culturally diverse, international employees in
Japan.

University of Oklahoma Advanced Program Representative, Yokota Air Base, Japan.
Managed over 50 current student files and monthly financial records for MPA classes.
Documented grades, enrollments, withdrawals, tuition assistance, book sales, and
inventory. Only on-site representative for students; hired by main campus in Norman,
OK; worked while full-time MPA student to receive scholarship.

National Bank of Fort Sam Houston accounting supervisor four months for the U.S.
military banking facilities in Japan. Reconciled daily accounts for eight branch offices.
Compiled monthly account reconciliations and bad debt write-offs for headquarters in
Texas. Resigned to pursue Public Administration graduate program full-time.

Washington State Auditor’s Office field auditor-in-charge for municipal audits of
medium sized cities (30-40,000 pop.) in South King County, WA. Presented financial
reports in accordance with generally accepted accounting principles; earned public
CPA experience requirement for WA state CPA public license. Used extensive written
and oral communication skills between and among municipal officers and State
Auditor’s Office. Also audited municipal corporations in City of Seattle, such as Pike
Place Market, Seattle Art Museum, and Native America Indian Hospital.

(Continued next page)

P. O. Box 854, Quilcene WA 98376-0854 e office: 360.765.3665 o cell: 206.948.5841

e-mail: CPA@ForensicCPA.org e website: www.ForensicCPA.org










CONTROLLER
1987

GOVERNMENT
AUDITOR-STATE
1985-1987

GOVERNMENT
AUDITOR-FEDERAL
1984-1985

CRIMINAL
INVESTIGATOR
1982-1984

GOVERNMENT
AUDITOR-FEDERAL
1979-1982

GOVERNMENT
AUDITOR-FEDERAL
1978-1979

PROFESSIONAL
DESIGNATIONS &
AFFILIATIONS

EDUCATION

EXHIBIT 1

Acting Controller of Washington State Ferry system, Seattle, within Washington State
Department of Transportation. Supervised 16 accounting technicians in four
departments: accounts receivable, accounts payable, payroll, and revenue control.
Invested daily cash excesses within bond covenant agreements and state financial
guidelines. During 5 month tenure was liaison with big six CPA firm during
comprehensive annual audit. Temporarily detailed to this position while state DOT
auditor (see next entry below).

Supervisory auditor for Washington State Department of Transportation; managed
audits of $1.3 billion 1-90 highway construction contracts in Seattle area. Supervised
two journeymen auditors; conducted internal and external audits of DOT and
architectural/engineering firm contractors in accordance with federal procurement
regulations; developed and managed computerized audit inventory of over fifty A/E
contractors with over 200 sub-contractors. Trained new auditors in federal regulations
and state audit guidelines.

Field auditor for U. S. Department of Transportation, Office of Inspector General,
Seattle. Conducted financial and compliance audits for Federal Aviation Adminis-
tration, Federal Highway Administration, and U. S. Coast Guard. Developed and
implemented audit programs to determine proper accounting for and expenditures of
federal funds. Special projects included: Bid protest on FAA Flight Service Station
contract; real property audit of Coast Guard assets in Alaska; and Federal Highway
Administration’s huge expenditures to utilize the last of the highway construction
funds promulgated during the Eisenhower Administration.

Internal Revenue Service Special Agent sixteen months in Phoenix, AZ. Received 13
weeks in-residence training in criminal law, interview techniques, indirect methods of
proving income, and investigative techniques for white collar crime at Federal Law
Enforcement Training Center, Glynco, Georgia. Investigated criminal allegations of
income tax evasion. Developed raw data, evaluated significance through public
records, criminal background checks, tax information, and informant contacts; issued
summons and subpoenas to obtain evidence; extensive liaison relationships with
federal, state, and local law enforcement officials.

Internal Revenue Service Revenue Agent (field auditor), King and Pierce Counties, WA
for business and corporate income tax returns. Examined books and records,
interviewed third parties, analyzed bank documents. Specialized exclusively in
potentially fraudulent cases years 1981-82. Recognized for achievements related to
project where substantial under-reported income was uncovered for a group of
drywall contractors.

Audit intern for U. S. Department of Labor, Office of Inspector General, Seattle, WA,
while University of Puget Sound undergraduate accounting student. Worked and
attended university classes alternating semesters. Audited Comprehensive
Employment and Training Act (CETA) programs throughout the United States.
Extensive research of federal regulations to determine eligibility of CETA participants
and allowability of federal costs incurred.

WA State CPA 1986, Certified Fraud Examiner 1994, Certified in Financial Forensics
2009. Member American Institute of CPAs, WA State Society of CPAs (Past Chair—
Fraud Sub-committee), Association of Certified Fraud Examiners (Past Chapter

President), Northwest Fraud Investigators, American Society of Women
Accountants, and Association of Government Accountants. Certified as
Washington State  Woman Owned Business Enterprise. Frequent professional

speaker on fraud & forensic accounting topics.

Associate of Science, Business, Olympic Community College 1978; Bachelor of Arts,
Accounting, University of Puget Sound 1981; Master of Public Administration, Uni-
versity of Oklahoma 1993. Meet continuing education requirements as CPA and CFE.

P. O. Box 854, Quilcene WA 98376-0854

o office: 360.765.3665 o cell: 206.948.5841
e-mail: CPA@ForensicCPA.org e website: www.ForensicCPA.org

























FW_ Attachments for narrative 9_16.pdf

To review the redacted attachments click on the arrow, then
the paperclip to the right.

From: DAVID TIMMONS

To: Ehlinger, Carol (SAQ)

Subject: FW: Attachments for narrative 9/16

Date: Wednesday, September 16, 2020 5:51:34 PM

Attachments: PDA0018-19-2019-9-16-Ck#6192-TJ-Constr-$4822-16.pdf
PDA0016-17-2019-12-6-Ck#6408-TJ-Constr-$5232.pdf
QB0004-TJ-Construction-Audit-Trail.pdf
QB0003-TJ-Construction-Vendor-Report.pdf
FAC0124-Sec-State-Corporations-Tomas-James.pdf
FAC0125-126-TJ-Construction-SOS-documents.pdf
PDA0044-2019-9-13-FW Sept 2019 Invoice.pdf
PDA0045-2020-1-8-Sample-Invoice-authorizaton-Platt. pdf
QB0001-Moody-Direct Dep-info.pdf

These are the supporting documents Linda refers in her theft email.

Sent from Mail for Windows 10

From: DAVID TIMMONS

Sent: Wednesday, September 16, 2020 5:44 PM
To: David Timmons

Subject: FW: Attachments for narrative 9/16

Sent from Mail for Windows 10

From: Linda Saunders, CFE, CPA/CFF
Sent: Wednesday, September 16, 2020 12:10 PM

To: John Watts (jwatts@fortworden.org); John Watts (JohnW@olympus.net)
Cc: DAVID TIMMONS
Subject: Attachments for narrative 9/16

CONFIDENTIAL—ATTORNEY WORK-PRODUCT INFORMATION IN
ANTICIPATION OF POTENTIAL LITIGATION




mailto:dgtimmons3@msn.com


mailto:/o=WA.GOV/ou=Exchange Administrative Group (FYDIBOHF23SPDLT)/cn=Recipients/cn=Ehlinger, Carol8e3


https://go.microsoft.com/fwlink/?LinkId=550986


mailto:dgtimmons3@msn.com


mailto:dtimmons@fortworden.org


https://go.microsoft.com/fwlink/?LinkId=550986


mailto:LSaunders@ForensicCPA.org


mailto:jwatts@fortworden.org


mailto:JohnW@olympus.net


mailto:Dgtimmons3@msn.com
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acker Bill Tracker Calendar Accnt Invoice Bill Customers Vendors Employees Docs | Reports Credit Cards

)LL SCHEDULE  Semimonthly - T —— Taxes...

Y FREQUENCY Semimonthly v . .
- - Sick/Vacation...

cLass  Fort Worden PDAFort.... -

INGS ADDITIONS, DEDUCTIONS AND COMPANY CONTRIBUTIONS

M NAME { HOURLY/ANNUAL RATE ITEM NAME ¢ AMOUNT SLIMIT

fourly 38.22|4 | EM-WA-Admin CL... 0.08 0.00 |4
:ation Used 3822 WC-Admin CI-530... 012 0.00

k Pay Used - Hrly 38.22 Additional Life Insu... -14.00 0.00
'sonal Day 3822

Direct Deposit

CHOOSE HOW TO PAY

| Use Direct Deposit for: Moody, Diane M

& Deposit full amount W Split payment

Ise time data to create paychecks
FULL AMOUNT

€
T
oo

_hecking v

By clicking OK, | certify that deposits will not be routed ultimately to a foreign bank account

QB0001




















Electrical Supplies for Commercial / Industrial Controls /
Utilities / Datacom / Tools

AR 94 [ oA mrarr oy

39 .2
AT L/ 27720 L LI FT L4720

SALES ORDER

BRANCHES THROUGHOUT THE

WESTTO SERVE YOU PICK TICKET 3}

10605 SW Allen Blvd. « Beaverton, Oregon 97005 QCATIC

Port Angetes PAYMENT CHARGE
E PO BOX 218759 3414 E Hwy 101 DOGCUMENT # ZJS.?Z%?%O REPRINT

DATE

il BOSTON MA Port Angeles WA CUSTH 335088
T 02241 8759 98362 BRANCH T2d
e Phone #360 457 9550 Weh OrderH =
(6} L PEGI z =

Fort Worden Public Development or ocrden Public Developmen ORDER BY: JASON DEMPSEY
sl 200 Battery Wa% Fort Worden Public Development] PCKUP BY:
| Port Townsend WA 200 Battery Way Jason Dempsey (360) 344-4400
D 98368 Attn Facilities

Port Townsend

T 98368
] Phone #: 360 344 4400

CUST PO # JOB NAME SALES | ORDER DATE g - ~__ SHIPPING METHOD _

B22 | ERE ) PREPAID
LINE PRODUCT / DESCRIPTION um ORD SHFL_‘ Bl BO UNIT PRICE DISCOUNT EXT AMOUNT
01 LEVGFNT2W LEV GFNI2-W 20A SELF TEST GFIEA 1 (/i.,) 0 19.712p0 19.71
0140487
AO01 004 DOO
002| APP8365N APP 8365N 4 IN SQ CVR DPLX RCC i (1.) 0 183.06000 1.83
0306883
B12 002 EO00 7N
0030%E§§§§2 APP 8362 4 IN SQ CVR SGL GFCIC % ( )0 205.82100 2.06
B12 002 EO0O0
004| APP4SDEK APP 4SD-EK 4 IN SQ OUTL BOX |2C 2 Czl) 0 223.96500 4.48
0518464
B12 001 D00
INVOICES AND STATEMENTS ONLINE 24/7 / WWW.PLATT.COM count No. 20/ /<,
emp A okt in Ltk
Sign/Date . —= [ -J820
- /
&
NO.CTNS | WEIGHT SHIPPED VIA SHIP DATE FILLED BY |CHECKED BY DBY | ENTERED BY | AMOUNT 28.08
- TAX 9.000 % 2.53
END |OF ORDER S)E:; Shipping & Handling .00
RECEIVED BY RECEIVED BY (PRINT NAME) IVED -
EFE:’f\L EQEER MATERIALSNOT SUBJECTTO RETURN CLAMS FOR BREAK: X
AGE. SHORTAGE OR DAMAGE MUST BE FILED WiTH CARAIER, MINMUM
HITORING PrARGE B RN AU TR AT Platt Flactric Sunnihr’s Terms and Conditians annlv ta Praducte and Sarvieas Sald and/ar annted Platt’'e Terme ara au att cAmlcarvicraltarme nd

PDA0045
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Highlight






















TJ Construction

Invoice

P O Box 2072 Date Invoice #
Port Townsend, WA 98368
9/13/2019 301
Bill To
Fort Worden State Parks
200 Battery Way
Port Townsend WA 98368
Description Amount
Repair stairs and porch-Time 4,000.00
Materials 424.00
Sales Tax 398.16
Total $4,822.16

PDA0044





















Washington Secretary of State
Corporations and Charities Division

801 Capitol Way South
( ;) Secretary of SToTe ol Wey South
7 Wprar— Olympia, WA 98504-0234
(360) 725-0377
corps@sos.wa.gov
03/03/2019
TOMAS JAMES CONSTRUCTION, LLC
DIANE MOODY
PO BOX 2072
PORT TOWNSEND WA 98368
ADMINISTRATIVE DISSOLUTION
Dear Sir/Madam,

UBI #: 603 552 248
Entity Name: TOMAS JAMES CONSTRUCTION, LLC

The above listed entity has not filed its annual report that was due on 10/31/2018. As a result, the entity is no longer
in active status.

In accordance with RCW23.95.605-610, the above entity is hereby administratively dissolved as of: 03/03/2019.
This action was taken due to failure of the entity to file a required report within the time set forth by law.

Under RCW 23.95.615, a domestic entity that is administratively dissolved may apply for reinstatement no later than
five (5) years after the effective date of administrative dissolution noted above. RCW 23.95.615 identifies the
requirements for an application for reinstatement.

You can access the Washington Secretary of State, Corporations and Charities Filing System (CCFS) online to reactivate
your entity using the following website https://www.sos.wa.gov/corps.

Sincerely,

Washington Secretary of State
Corporations and Charities Division
corps@so0s.wa.gov

Note: If your documents were recently submitted, please disregard this notice. If you have any questions concerning
this matter please contact our office at the address or phone number shown above.

FAC0125
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9/13/2020 Corporations and Charities System

BUSINESS INFORMATION

Business Name:
TOMAS JAMES CONSTRUCTION, LLC

UBI Number:
603 552 248

Business Type:
WA LIMITED LIABILITY COMPANY

Business Status:
ADMINISTRATIVELY DISSOLVED

Principal Office Street Address:
1221 49TH ST, PORT TOWNSEND, WA, 98368, UNITED STATES

Principal Office Mailing Address:

Expiration Date:
10/31/2018

Jurisdiction:
UNITED STATES, WASHINGTON

Formation/ Registration Date:
10/17/2015

Period of Duration:
PERPETUAL

Inactive Date:
03/03/2019

Nature of Business:

REGISTERED AGENT INFORMATION

Registered Agent Name:
DIANE MOODY

Street Address:
1221 49TH ST, PORT TOWNSEND, WA, 98368-0000, UNITED STATES

Mailing Address:
PO BOX 2072, PORT TOWNSEND, WA, 98368-0000, UNITED STATES

GOVERNORS

Title Governors Type Entity Name First Name Last Name
GOVERNOR INDIVIDUAL TOMAS JAMES
GOVERNOR INDIVIDUAL DIANE MOODY

https://ccfs.sos.wa.gov/#/BusinessSearch/BusinessInformation

FAC0124




















6:31 AM
09/16/20

FORT WORDEN PDA
Vendor TJ Construction
All Transactions January 1 through August 27, 2020

Type Date Num Memo Account Clr Split Debit Credit
TJ Construction
Bill 09/16/2019 301 Repair stairs and porch 270/272 2001 Operating Payable Bank -SPLIT- 4,822.16
Bill Pmt -Check 09/16/2019 6192 Repair stairs and porch 270/272 1001 Operating -6909 X 2001 Operating Payable Bank 4,822.16
Bill 11/19/2019 307 Repairs 2001 Operating Payable Bank 7007 Services 5,232.00
Bill Pmt -Check 12/06/2019 6408 Repairs 1001 Operating -6909 X 2001 Operating Payable Bank 5,232.00
Page 1

QB0003




















8:01 AM

09/16/20

FORT WORDEN PDA
Audit Trail for TJ Construction transactions

Entered/Last Modified

Num Entered/Last Modified

State

Date

Name

Last modified by Memo Account Split Debit Credit
Transactions entered or modified by dmoody [Deleted User]
Bill 301
301 09/15/2019 11:58:52 dmoody [Deleted User] Latest 09/16/2019 TJ Construction Repair stairs and porch 270/272 2000 Operating:2001 Operating Payable Bank -SPLIT- 4,822.16
TJ Construction Time and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 2,411.08
TJ Construction Time and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 2,411.08
Bill 307
307 12/10/2019 15:34:16 dmoody [Deleted User] Latest 11/19/2019 TJ Construction Repairs 2000 Operating:2001 Operating Payable Bank 7000 Repairs & Maintenance:7007 Facility Building ... 5,232.00
TJ Construction Tme and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 5,232.00
Bill Pmt -Check 6192
6192 09/15/2019 11:59:48 dmoody [Deleted User] Latest 09/16/2019 TJ Construction Repair stairs and porch 270/272 1000 Operating Accounts:1001 Operating -6909 2000 Operating:2001 Operating Payable Bank 4,822.16
TJ Construction 2000 Operating:2001 Operating Payable Bank 1000 Operating Accounts:1001 Operating -6909 4,822.16
Bill Pmt -Check 6408
6408 12/10/2019 14:09:21 dmoody [Deleted User] Latest 12/06/2019 TJ Construction Repairs 1000 Operating Accounts:1001 Operating -6909 2000 Operating:2001 Operating Payable Bank 5,232.00
TJ Construction 2000 Operating:2001 Operating Payable Bank 1000 Operating Accounts:1001 Operating -6909 5,232.00
Page 1

QB0004




















8/20/2020 Imaging - View Transaction
r |
FirstFederal Bank . 6408
1321 Sims Way :
PO Bax 1510 o
) Port Townsend, WA BB368 -
Port Townsend WA 98368 88-7084/3251 sl 12/6/2019
e FORT TUWKSEND ~oe . 3
- PAYTO THE ! . e 8
.. ORDEROF T Constructlon : . $ 5232.00 - g

- Five Thousand Two Hundred Thlrty-Two and 00!100 """""

TJ Construction
P OBox2072 -
Port Townsend WA 98368

$325470BLB1E075E L5E905"

VOID AFTER 90 DAYS

AUTHORIZED SIGNATURE

https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4c36-9859-fb4ae3684502? Token=wcoQHw100lX5ju%2F SfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D 12

PDA0016









8/20/2020 Imaging - View Transaction

: b ]
i %
: X
m
E]
m
i e l.l‘
d s asiny Casiiac iy andd g
et and i e
O fank 11 B Gk
w fiilgd g A e Thageniadl Chedd i o sl e 5
sReri bas nesd fepiabnl v mmbe goys
Y, Eopattean A A g s
i 3ot an bt
d BERNT e
oy yisbhife g feomi
o not cass
* Acsy el s TRabrs fsbend aliove are iy of appear sliere
w Fagdiy nd on Dack looks pritk 50 has diaggeqrpd
s Grawi shiins 0F solored sgnals apivas s Batls ost and Daie. ;
and i Chemical Wash Dieteatios By :
Oy o
https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4c36-9859-fb4ae3684502? Token=wcoQHw100lX5ju%2F SfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D 2/2

PDA0017




















8/20/2020 Imaging - View Transaction

. _ * First Federal Bank : _ 6192-
’ . ? : : P X i
go%r;:::;dvz; eOx ) _ A e ' Port Townsend,wagasaa 7 -
Port Townsend, WA 98368 L ' 9M6/2019 t
— PORT TOWKSEND —— o ' . ¢ B : : ; .2
PAYTO THE o ot - o - % egee 3
ORDEROF  TJ Constructlon - _ o S
IR . g Tt A R AR kA S " DOLLARS &
Four Thousand Elght Hundred Twenty-Two and 16/100 _ - - | :
, : o : : VOID AFTER 90 DAYS B
TJ Construction . coat o _ e 5 ts _ . : :
P Q Box 2072 - : : , " _ . _ E
Port Townsend WA 98368 . ' /\/ /,H,?j/ 5
. . I . ” @ ;
MEMO : : ' . _ AUTHORZEDSGRATURE e §
Repair stalrs and porch 270!272 : : i _ o
PR LED u;EEL?UBLBVU?SELssqaqm .
https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4c36-9859-fb4ae3684502? Token=wcoQHw100lX5ju%2F SfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D 12

PDA0018









Imaging - View Transaction
e e ]

8/20/2020
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TOT
WITH!
LACK OF EN N h;éM

DOR
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CREDITED

2/2

https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4c36-9859-fb4ae3684502? Token=wcoQHw100lX5ju%2F SfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D




















9/13/2020 Corporations and Charities System

BUSINESS INFORMATION

Business Name:
TOMAS JAMES CONSTRUCTION, LLC

UBI Number:
603 552 248

Business Type:
WA LIMITED LIABILITY COMPANY

Business Status:
ADMINISTRATIVELY DISSOLVED

Principal Office Street Address:
1221 49TH ST, PORT TOWNSEND, WA, 98368, UNITED STATES

Principal Office Mailing Address:

Expiration Date:
10/31/2018

Jurisdiction:
UNITED STATES, WASHINGTON

Formation/ Registration Date:
10/17/2015

Period of Duration:
PERPETUAL

Inactive Date:
03/03/2019

Nature of Business:

REGISTERED AGENT INFORMATION

Registered Agent Name:
DIANE MOODY

Street Address:
1221 49TH ST, PORT TOWNSEND, WA, 98368-0000, UNITED STATES

Mailing Address:
PO BOX 2072, PORT TOWNSEND, WA, 98368-0000, UNITED STATES

GOVERNORS

Title Governors Type Entity Name First Name Last Name
GOVERNOR INDIVIDUAL TOMAS JAMES
GOVERNOR INDIVIDUAL DIANE MOODY

https://ccfs.sos.wa.gov/#/BusinessSearch/BusinessInformation

FAC0124




















Washington Secretary of State
Corporations and Charities Division

801 Capitol Way South
( ;) Secretary of SToTe ol Wey South
7 Wprar— Olympia, WA 98504-0234
(360) 725-0377
corps@sos.wa.gov
03/03/2019
TOMAS JAMES CONSTRUCTION, LLC
DIANE MOODY
PO BOX 2072
PORT TOWNSEND WA 98368
ADMINISTRATIVE DISSOLUTION
Dear Sir/Madam,

UBI #: 603 552 248
Entity Name: TOMAS JAMES CONSTRUCTION, LLC

The above listed entity has not filed its annual report that was due on 10/31/2018. As a result, the entity is no longer
in active status.

In accordance with RCW23.95.605-610, the above entity is hereby administratively dissolved as of: 03/03/2019.
This action was taken due to failure of the entity to file a required report within the time set forth by law.

Under RCW 23.95.615, a domestic entity that is administratively dissolved may apply for reinstatement no later than
five (5) years after the effective date of administrative dissolution noted above. RCW 23.95.615 identifies the
requirements for an application for reinstatement.

You can access the Washington Secretary of State, Corporations and Charities Filing System (CCFS) online to reactivate
your entity using the following website https://www.sos.wa.gov/corps.

Sincerely,

Washington Secretary of State
Corporations and Charities Division
corps@so0s.wa.gov

Note: If your documents were recently submitted, please disregard this notice. If you have any questions concerning
this matter please contact our office at the address or phone number shown above.

FAC0125
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				FAC-Sec-State-Corps-Tomas-James-Dissolution-3-3-2019



				FAC-Sec-State-Corps-Tomas-James-Filings


















Imaging - View Transaction

8/20/2020
FistFederal Bank 6408
1321
: s -;FOI‘t Worden PDA PO Box 1510y
RIS 200 Baitery Way' .. Port Townsend, WA 08368
% Port Townsand WA 98368 98-7084/3251 - 12/6/2019
—e VP.T 70“&3:’\0 s
PAYTO THE
$ ~523200

ORDER oF 1) Construction

- Five Thousand Two Hundred Thlrty-Two and 00/100

TJ Construct:on
POBOX2072: -
Port Townsen WA 98368

Repairs

i D:D BQUB“

" VOID AFTER 80 DAYS

AUTHORIZED SIGNATURE

https://web1.secureintemetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4¢36-9859-b4ae3684502? Token=wcoQHW100IX5ju%2FSTZ2RvdNDx4d87UONERgPk%2BV5S0g%3D

12
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8/20/2020 Imaging - View Transaction
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https://web1.secureinternetbank.com/EBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4c36-9859-fb4ae3684502? Token=wcoQHw100lX5ju%2F SfZ2RvdNDx4d87UONERgPk%2BV5S0g%3D 2/2
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8/20/2020 Imaging - View Transaction

iy

First Federal Bank : - 6192
L : D _ 1321 Sims Wey o
. Fort Worden PDA 1 ~ _ pw1$3ﬁ1msm~ -

e 200 Battery Way 3 © : K 98-7084/3251 " aad
%Z‘?I/ / Port Townsend, WA 98368 s o . . 9/16/2019 . )
_,ro_xg_(rgv‘v‘r-‘s: ND—— . . o : ’ ] s : S : §
PAYTOTHE  _ A ke A ' ‘ ‘ 3 "480216 - . .
ORDEROF  TJ Construction 5 ; ¢ & ; S §
Ly : ' : A kA A AR R RN AR AR AR AT Ak ok Ak DOLLARS &
Four Thousand Eight Hundred Twenty-Two and 16/100 . B
' _ o . * VOID AFTER90DAYS e
TJ Construction ' : Co : » | , .
P O Box 2072 : _ - . , - : ; 3
Port Townsend WA 08368 _ , : /w/ //sz/ B

Repair stairs and porch 270/272 - AP ,

 wooesaae O

https://iweb1.secureintemetbank.comVEBC_EBC1151/AccountDetails/Index/b6aa7e23-9b46-4c36-9859-b4ae3684502? Token=wcoQHw100IX5ju%2F STZ2RvdNDx4d87UONERgPk%2BV5S0g%3D 172
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TJ Construction

Invoice

P O Box 2072 Date Invoice #
Port Townsend, WA 98368
9/13/2019 301
Bill To
Fort Worden State Parks
200 Battery Way
Port Townsend WA 98368
Description Amount
Repair stairs and porch-Time 4,000.00
Materials 424.00
Sales Tax 398.16
Total $4,822.16

PDA0044





















Electrical Supplies for Commercial / Industrial Controls /
Utilities / Datacom / Tools

AR 94 [ oA mrarr oy

39 .2
AT L/ 27720 L LI FT L4720

SALES ORDER

BRANCHES THROUGHOUT THE

WESTTO SERVE YOU PICK TICKET 3}

10605 SW Allen Blvd. « Beaverton, Oregon 97005 QCATIC

Port Angetes PAYMENT CHARGE
E PO BOX 218759 3414 E Hwy 101 DOGCUMENT # ZJS.?Z%?%O REPRINT

DATE

il BOSTON MA Port Angeles WA CUSTH 335088
T 02241 8759 98362 BRANCH T2d
e Phone #360 457 9550 Weh OrderH =
(6} L PEGI z =

Fort Worden Public Development or ocrden Public Developmen ORDER BY: JASON DEMPSEY
sl 200 Battery Wa% Fort Worden Public Development] PCKUP BY:
| Port Townsend WA 200 Battery Way Jason Dempsey (360) 344-4400
D 98368 Attn Facilities

Port Townsend

T 98368
] Phone #: 360 344 4400

CUST PO # JOB NAME SALES | ORDER DATE g - ~__ SHIPPING METHOD _

B22 | ERE ) PREPAID
LINE PRODUCT / DESCRIPTION um ORD SHFL_‘ Bl BO UNIT PRICE DISCOUNT EXT AMOUNT
01 LEVGFNT2W LEV GFNI2-W 20A SELF TEST GFIEA 1 (/i.,) 0 19.712p0 19.71
0140487
AO01 004 DOO
002| APP8365N APP 8365N 4 IN SQ CVR DPLX RCC i (1.) 0 183.06000 1.83
0306883
B12 002 EO00 7N
0030%E§§§§2 APP 8362 4 IN SQ CVR SGL GFCIC % ( )0 205.82100 2.06
B12 002 EO0O0
004| APP4SDEK APP 4SD-EK 4 IN SQ OUTL BOX |2C 2 Czl) 0 223.96500 4.48
0518464
B12 001 D00
INVOICES AND STATEMENTS ONLINE 24/7 / WWW.PLATT.COM count No. 20/ /<,
emp A okt in Ltk
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6:31 AM
09/16/20

FORT WORDEN PDA
Vendor TJ Construction
All Transactions January 1 through August 27, 2020

Type Date Num Memo Account Clr Split Debit Credit
TJ Construction
Bill 09/16/2019 301 Repair stairs and porch 270/272 2001 Operating Payable Bank -SPLIT- 4,822.16
Bill Pmt -Check 09/16/2019 6192 Repair stairs and porch 270/272 1001 Operating -6909 X 2001 Operating Payable Bank 4,822.16
Bill 11/19/2019 307 Repairs 2001 Operating Payable Bank 7007 Services 5,232.00
Bill Pmt -Check 12/06/2019 6408 Repairs 1001 Operating -6909 X 2001 Operating Payable Bank 5,232.00
Page 1
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8:01 AM

09/16/20

FORT WORDEN PDA
Audit Trail for TJ Construction transactions

Entered/Last Modified

Num Entered/Last Modified

State

Date

Name

Last modified by Memo Account Split Debit Credit
Transactions entered or modified by dmoody [Deleted User]
Bill 301
301 09/15/2019 11:58:52 dmoody [Deleted User] Latest 09/16/2019 TJ Construction Repair stairs and porch 270/272 2000 Operating:2001 Operating Payable Bank -SPLIT- 4,822.16
TJ Construction Time and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 2,411.08
TJ Construction Time and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 2,411.08
Bill 307
307 12/10/2019 15:34:16 dmoody [Deleted User] Latest 11/19/2019 TJ Construction Repairs 2000 Operating:2001 Operating Payable Bank 7000 Repairs & Maintenance:7007 Facility Building ... 5,232.00
TJ Construction Tme and Materials 7000 Repairs & Maintenance:7007 Facility Building Repairs:7007 Services 2000 Operating:2001 Operating Payable Bank 5,232.00
Bill Pmt -Check 6192
6192 09/15/2019 11:59:48 dmoody [Deleted User] Latest 09/16/2019 TJ Construction Repair stairs and porch 270/272 1000 Operating Accounts:1001 Operating -6909 2000 Operating:2001 Operating Payable Bank 4,822.16
TJ Construction 2000 Operating:2001 Operating Payable Bank 1000 Operating Accounts:1001 Operating -6909 4,822.16
Bill Pmt -Check 6408
6408 12/10/2019 14:09:21 dmoody [Deleted User] Latest 12/06/2019 TJ Construction Repairs 1000 Operating Accounts:1001 Operating -6909 2000 Operating:2001 Operating Payable Bank 5,232.00
TJ Construction 2000 Operating:2001 Operating Payable Bank 1000 Operating Accounts:1001 Operating -6909 5,232.00
Page 1
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Investigation Summary.xlsx

FRAD


			Investigation Summary


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



			Conclusions are summarized below:


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


			Accounts Payable Disbursements                                         			The Authority lacks adequate internal controls to ensure amounts paid are for services received or purchases made by the Authority. 			The Authority did not have adequate controls in place to ensure a detailed secondary review was in place to ensure invoices were in fact for services received and approved for payment by appropriate staff.  			$10,054			$0			Trends and summary review completed for 2015 to 2017 and detailed testing peformed for 2018 to 2020.			September 2019 to December 2019


























			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 








Menus


			This tab contains the options for drop-down menus


			AC Level of Reporting


			Finding


			ML


			Exit Item


			Verbal


			FS/SA Level of Reporting


			Finding - Material weakness


			Finding - Significant deficiency


			ML


			Exit Item


			Verbal


			Potential Effects


			Material


			Significant


			Insignificant


			Issue Category


			Accounting/Financial Reporting


			Accounts Payable Disbursements                                         


			Annual Report Filing


			Apportionment (ALE)


			Apportionment (Enrollment)


			Apportionment (Staff Mix)


			Apportionment (Transportation)


			Authority


			Billings/Receivables


			Budget Compliance


			Cash Receipting


			Conflict of Interest and Ethics


			Contracts/Agreements


			Debt/Covenants


			Disposition of Property


			Donations/Fundraising


			Financial Condition


			Grants (Federal)


			Grants (State/Local)


			I-937 Energy Conservation


			I-937 Renewable Energy


			Insurance/Risk Management


			Interfund Transactions/Balances


			Investments/Deposits


			IT Controls


			Open Public Meetings                                                  


			Other


			PA - Compliance


			PA - Internal Controls


			PA - Program Effectiveness


			PA - Prospective Analysis


			Payroll and Personnel                                                    


			Procurement (Bidding/Prevailing Wage)


			Purchase Cards/Procurement Cards


			Records Retention


			Restricted Funds


			Retirement Census Data


			Safeguarding of Assets/Property


			Taxes/Assessments


			Travel and Employee Reimbursements
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PAWFort_Worden_Public_Development_Authority_F-20-277.pdf

Fraud Investigation
Preliminary Assessment Worksheet

Fraud Case Number F-20-277

Client Fort Worden Public Development Authority
Fraud Specialist CHRISTINE Maclntyre (macintyrec@sao.wa.gov)
Loss Notification Date 8/20/2020

Initial Contact with Entity Date 8/21/2020

Assessment Completion Date 8/25/2020

Team Review Name Port Orchard

Team Review Date 08/26/2020

Fraud Manager Review Date 8.31.2020

Action/Next Step Perform external review

The preliminary assessment worksheet summarizes the pre-planning information needed for the triage meeting.
An assessment does not need to be completed on loss reports that do not require action per policy (losses
resulting from breaking and entering or property vandalism normally handled by a law enforcement agency or by
the entity, or other losses such as reasonable cash-receipting overages/shortages, reasonable inventory shortages
or other de minimus losses).

Reported Loss Information

The Interim Executive Director contacted SAO and
indicated that the former CFO (resigned) may have
misappropriated funds. The ED indicated that the former
executive director and the CFO inappropriately made
payments and moved funds from one fund to another
without explanation or board approval.

1 Description of suspected loss or illegal activity

2 | How loss was detected and reported through review of the financial statements
3 Type of loss (e.g. cash receipts, disbursements, payroll) Other
4 | Reported amount of loss $10,054.16 however PDA believes there is more.

Information from EIS and Audit Manager

5 | Entity liaison name David Timmons
6 | Entity liaison title Interum Executive Director
7 Entity liaison phone number 360-531-0066
Related audit exceptions in EIS 1) The PDA received finding and adverse opinion due to late filing and

multiple errors in multiple submitted versions of the FY16 and FY17 financial statements. The PDA submitted financials for FY18
the submission for 2018 are the FY2017 statements. (2) Exit item for not reporting fraud to SAO when $722 in change funds went

8
missing. (3) Exit item Credit Card transactions due to three of 75 transactions lacking receipts and lack of detailed receipts for five
of 20 restaurant receipts tested; (4) Exit item for not having procedure in place to ensure a secondary review of all month-end and
year-end journal entries.

9 If yes, what was level of reporting (exit item, mgmt letter, or Finding, and exit items see detail above
finding)?








If applicable, summarize your review of TeamMate audit

The total amount and areas of loss are yet to be

10 work related to area of reported loss. determined. See question 4 above.

The concerns we have for this entity were expressed to the
Executive Board in March 2020. During the audit for the
2016 and 2017 audit, we determined that the CFO
appeared not to understand how to correctly complete,
the financial statements. We also noticed that the CFO
was moving funds among the accounts without sufficient
support or approval.
We also noted that the CFO was very protective of

) g , ) ’ d information and did not allow the audit staff to have

11 summarize any audit manager’s concerns about client an complete and full access to the PDA financial staff.
reported loss.

In addition, the CFO was difficult to reach via email and by
phone. Any corrections SAO requested often took up to 2
weeks to complete and were often incorrect when
provided. The adverse opinion on the financial statements
outline the concerns and findings SAO noted to the board.
We are also concerned at what appears to be a lack of
supervision by the prior Executive Director and a lack of
oversight by the Executive Board.

Accountability Cycle: 1-year; Financial Cycle: 1-year; Single

12 | Normal audit scope and cycle for client? . YLy Y ¥ y g

Audit Cycle: None

13 | Accountability audit budget? 105
Is the audit team currently conducting an audit? If yes, what No. The a}:,clj_lt tea? complet?d aln?l Isésuled fllganilazl aln7d

14 | is the status and scope (financial, single or accountability)? accountability audit reports tor /_/ 016 - /3 / 0 on
if not. when is the audit scheduled to start? 2/24/2020. The PDA has not provided our office with

, W i udi u ? . .
financial reports for FY2018 or FY19.
The PDA has not been able to close the books for FY2019

15 | Any other relevant information? nor for any month in FY20 according to acting COO, David

Timmons. He assumes FY18 is the same.
Information from Client

16 The individual suspected in the loss has access to other accounting/financial systems or bank accounts. Yes, the CFO/General
Manager had full access to accounting / financial systems.

Cash & Investments, Receivables, A/P, Payroll, Capital

17 | If yes, list those systems and accounts. Assets, small & attractive assets, Internal Activities,

liabilities, credit cards.
The client has properly secured records or evidence related to the loss Yes., the client has records of the checks issued to TJ
Construction for work that was never contracted or performed. TJ Construction was created by the former CFO.

18 | No- for additional potential information: David Timmons explained he learned from PDA IT Dept the CFO/GM was using her
personal laptop for PDA business and that it is in her possession as well as PDA financial information that the PDA has been
unsuccessful retrieving. The PDA doesn’t know what that information is just that she let them know she has PDA financial
information/documents.

19 Potential for additional loss or other areas of risk for loss - “What Else”

Based on initial conversation there are a lot of “what else”
considerations. Cash including EFT transactions, payroll and

20 | If yes, summarize. benefit transactions, A/P disbursement and credit card

transactions. JE's and override of controls. See relevant notes at
bottom document for more details.








21 | When was the individual hired by the client? Month ? Year 2015
[ The individual has been in different job positions with the client and there have been employment history issues No, was hired
22 | 3s CFO. Things were in disarray when she was hired. Did not do background investigation prior to hiring. Issues followed her from
Astoria Oregon, where she had been Finance Director of a transit also worked at Shore Bank.
23 | If yes, list the position, time-period and issues.
Placed on leave then separation agreement. Doesn’t
believe anything in agreement related to criminal or civil
" What is the current employment status of the individual (e.g. action. More language of non disparagement against her.
administrative leave on XX date)? Executive Director put agreement together with Enduris
Insurance. Didn’t use PDA attorney or HR Director. Or
approval from the Board
25 The client conducted an investigation Yes and hired an external investigator to perform a review of PDA files.
The client conducted an initial investigation to determine if
there was any misappropriation and discovered the former
CFO/GM husband’s Construction Company was listed as a
vendor. The PDA staff reviewed payments and found two
payments $4,822.16 & $5,232 in the system. One with an
26 | If yes, summarize results. invoice and one without. The invoices were paid by check
the same day as entered by former CFO and signed by
same. Staff looked into this and determined no work was
ever completed by the construction company nor were
there any contracts. The PDA has not looked further
although there is belief more issues exist.
27 A police report has been filed
28 | [0 Law enforcement is investigating Port Townsend PD is seeking advice from WA State Patrol.
29 | [ Another outside party (FBI, OIG, LEAs or other investigator) is conducting an
30 The client has established a time table of events that occurred up to the reported loss. (If not, recommend they document the
key events.) The PDA has a time table for the two construction invoices. Other areas still need reviewed.
31 There is a fixed responsibility Diane Moody, CFO/ General Manager
3 Who within the client has been notified of the loss Board, ED, HR director, Finance Director Sonja, Aslyn
(commissionars, board, elected officials, etc.)? Hosiptiality Director and former assistant.
33 | [ The County Prosecutor has been notified Not yet- PDA believe Police will notify at proper time
34 | Has legal counsel has been obtained by the individual? Unknown
35 | [ The client has entered into restitution agreements no , separation agreement only
36 | Any other relevant information? Please see narrative documented below

We spoke with acting Chief Operations Officer, David Timmons who reported the loss to our office. He

is the former City Manager of the City of Port Townsend and was part of establishing the Fort Worden

Public Development Authority back in 2011. He has known the executive director of the PDA for over 20

yrs and was asked to look into the finances after the FY16-17 SAO audit report was released in March

2020. The following information was explained by David Timmons during our conversation:








PDA agreement was that the State Park would divest from the management of the parks and
would go to the PDA. This was never factored into the PDA finances which are now getting
desperate.

Acting COO contacted PDA insurer Enduris regarding the situation and was told the CFO was
never bonded. The PDA has a blanket honesty bond of $2,500. Theft of property would cover
any loss of cash.

Former CFO would report everything was OK to Board but year end would show deficit. Last
audit report was stunning. Finances didn’t look correct. Executive Director asked for help
getting handle on finances. David Timmons came in as a consultant. Looked at financial reports
and could see there was a problem as they didn’t make sense. He had never seen an
accounting report,, like the CFO’s and it didn’t match BARS. CFO was defensive and he claims
she said GAAP didn’t use BARS.

D. Timmons, acting COO reviewed report to be presented to Board which was generated by the
CFO a few mins before meeting . He saw it was riddled with errors or omissions. Plug numbers
used. It didn’t add up. David Timmons, acting COO recommended the Board put her on leave
and initiate an investigation. Executive Director would not do it. So, went around him to Board
who agreed.

Acting COO hired Mike Bailey, MRSC — prior finance director City of Redmond, CPA; he reviewed
at the current cash balance but he identified two pages of transactions that should be looked in
to also Jan-May transferred over 1.2 mill moved from capital fund to operating and payroll
accounts with out Board knowledge or approval. He started to look at this since CFO was telling
different story to the Board. At this point acting COO instructed HR Director to determine if
bogus or fake employees. None currently identified.

Staff relayed stories about drunk and disorderly conduct at work including , degrading attitude
toward employees. Complaints about husband from employees when encountered at
restaurants.

CFO was terminated after being put on leave when it was discovered she moved $185K of $500K
that had been gifted after she had been specifically instructed by the Board not to move the
money. Finance Manager blew the whistle when she saw the $185K moved in to the operations
account.

CFO had PDA issued AMEX Credit card with balance of approximately $100K. It appears it was
being used as line of credit to pay bills for the PDA. Some review completed and appears
payments to legitimate vendor accounts. Most A/P accounts are aged over 90 days. Licenses not
renewed, contract payments not made. COO believes problems are systemic.

Financial condition is unknown. CFO tried to cut acting COO out of communication with
executive director. Numbers given to the Board were misleading. CFO did not report on
transfers. $1.2 deficit in operations never reported to Board. Major capital projects are in
process . How can you go forward without knowing if $ to pay for it.

Cash flow struggling to keep operations afloat. Lots of expenses. PDA is like driving car without
a gas gauge. PDA does not know why there was a $1.2 million operating deficit at beginning of
year. Discovered $1-1.5 over budget on capital and behind in payments to contractors.

Dave Timmons explained the PDA was not in a good financial position pre-COVID 180 employees
now down to 10. Due to hosting groups and events.







Maker Square project of $ 14 million with $2 million tax credit funded with grants and gifts.
Problematic the PDA can’t produce f/s. This creates issue working with bank to secure tax credit
structure. Counting on grants. Discovered $500K in arrears with construction company. PDA
received 2 more bills now total of $1.5 million and contractor sent notice if not paid by 9/4 will
shut down which could affect grants and affect tax credit. COO described this as house of cards,
severe situation. He is trying to enlist help to sort it all out.

Staff has identified a suspicious payroll account for the purchase of alcohol. Large sums of
alcohol were purchased. Not reviewed yet.

Former CFO was able to sign checks or initiate other financial transactions including wire
transfers up to $25,000 with only her own signature or authorization.

Former CFO requested her salary be capped at $S80K so didn’t go above tax bracket. In lieu of
pay she requested the PDA pay for husbands benefits. Acting COO believes this included medical
but not sure what else.

Acting COO explained he learned through conversation with staff that employees could not
communicate with each other without going through her. She restricted staff to certain specific
areas. Current Finance Director was restricted to only working on capital and isolated with
respect to daily operations. Staff not allowed to look beyond their role. Employees are scared
according to David.

Former CFO would become belligerent when questioned about finances.

Executive Director refused to deal with CFO. Said he couldn’t do it so HR manager had to place
her on leave. When HR Director stepped in to address the issue, she was informed the
Executive Director was coming to her office to get the CFO file and pull out complaints about her
drinking and staff complaints about her husband. HR Director was instructed by ED to shred the
complaints.

The former CFO wanted to go into her office and close out some things but was denied. The
executive director wanted to get her into her office so acting COO has locks rekeyed. Executive
Director started pressuring staff to let the now separated CFO have access to her old office. She
was never allowed access.

Acting COO was informed that during a staff retreat the former CFO was completely drunk and
ranting and raving.

Human Resource Director was asked by former CFO last winter to fill out federal immigration
forms related to bringing her nephew over from Ireland. The form required it be reported if any
staff had been laid off during past six months. The PDA had laid off staff but HR Director was
pressured to report no layoff as “no one would ever know”. HR Director refused. Executive
Director then tried to force her to do it but HR Director would not.

Acting COO became aware the former CFO had two wage garnishments during 2018. The first
was from the State of OR Dept of Revenue for $37K, The PDA never garnished her wages but
the garnishment was somehow just taken care of. The second was discovered when staff found
served papers for another garnishment this time going after the PDA for non- response to
requests for $2,800 and that was somehow taken care of. Staff informed acting COO the former
CFO would not allow anybody to see the mail until she saw it first. She would then distribute the
mail to staff..







e The former CFO arranged to pick up her personal things and came to PDA drunk and yelling |
own it but | did it with permission.

e Due to lack of action and bizarre behavior related to dealing with the CFO, the acting COO
recommended the Executive Director be placed on administrative leave or have restricted
access. This was recommended by SAO. The Board held executive session to review ED
performance related to these issue but COO did not know outcome but possible change in
future at the PDA.

e Former CFO informed the PDA she had PDA financial information at her home. She has cancelled
four planned times to return the information to the PDA. The PDA sent someone to her house
to retrieve the information but no one would answer door. IT Dept informed COO the former
CFO used her personal laptop for financial and PDA work. The PDA does not know what
financial information she has.

Acting COO is looking for guidance in what to do next. Doesn’t believe staff has time or expertise to
conduct investigation. He is more focused on financial condition.











Payroll.xlsx

Pay tied to support


			Purpose:			To review amounts paid to former CFO, Diane Moody and former Executive Director, David Robison and compare to employment contracts and other support to determine if amounts paid were appropriate. 





			Source:			Letter of Employment - CFO, Employment Compensation Offer Approvals and Employee Change Forms, various emails directly from Board of Directors, Employee Change Forms, Memos and ADP Pay forms; Payroll Summary reports for actual pay





			Conclusion:			We reviewed amounts paid to the former CFO, Diane Moody and former Executive Director, Dave Robison and compared to employment contracts and other support and determined amounts paid were appropriate. We did note an overall lack of clear, official payroll documentation for Dave due to the missing personnel file. While documentation was sufficient to conclude pay was appropriate, we do recommend the Authority ensure personnel files, employment contracts and other payroll information is retained and safeguarded. We evaluated this level of reporting at                                                                                                       and documented our recommendation at  


















			Diane Moody


			Year			Contract Amount			Actual payroll			Auditor Recalculation			Difference			Auditor Comments


			2015			$   75,000.00			$   34,615.44			$   34,375.00			(240.44)			Authority provided a Letter of Employment - CFO dated July 1, 2015, signed by former Executive Dave Robison. Diane was employed just over  5.5 months in 2015 based on July 6 start date. Auditor calculation is an estimate: $75,000 salary paid for 5.5 months = $34,375. Difference is likely due to rounding and our estimate. No concerns noted, pass on further review.


			2016			$   85,000.00			$   76,830.52			$   79,583.33			2,752.81			Per Employment Compensation Offer Approval memo signed by Dave Robison 7/8/2016, Diane's pay was increased to $85,000 effective 7/15/2016.  She is paid semi monthly.  She would have been paid $75,000 for 6.5 months and $85,000 for the last 5.5 months.  The difference may be due timing or rounding. Actual payroll is less than our estimate. No concerns noted, pass on further review.


			2017			$   90,000.00			$   84,157.92			$   85,208.33			1,050.41			Per Employee Change Form signed by Dave Robinson and HR Director on 12/18/2017, Diane's pay was increased to $90,000.  The effective date was left blank. We assumed effective 12/18/2017. The difference may be due timing or rounding. Actual payroll is less than our estimate. No concerns noted, pass on further review.


			2018			$   79,342.00			$   84,227.20			$   84,671.00			443.80			Per Employee Change Form signed by Dave Robison and Finance, FY18 pay decrease was due to providing paid medical benefits for Diane and her husband and reducing salary by that amount. Effective date of 6/30/2018. The difference may be due timing or rounding. Actual payroll is less than our estimate. No concerns noted, pass on further review.


			2019			$   79,342.00			$   79,560.11			$   79,342.00			(218.11)			There was no payroll change FY19. Although actual payroll exceeds our calculation, the difference may be due timing or rounding. Difference is not significant. No concerns noted, pass on further review.


			2020			$   79,342.00			$   51,088.41			$   49,595.33			(1,493.08)			There was no payroll change in FY20. Diane's last day with the Authority was 07/10/2020 and she received $3,312.50 in severance pay. Remaining difference is not significant and likely due to timing and/or rounding. We will pass on further review. 


			TOTAL			$   488,026.00			$   410,479.60			$   412,775.00			$   2,295.40			Overall, auditor recalculation of pay is higher than actual pay. 





			Dave Robison


			Year			Contract Amount			Actual payroll			Auditor Recalculation			Difference			Auditor Comments


			2018			$   122,500.00			$   117,147.20			$   117,500.00			$   352.80			Based on emails and Employee Change Form, Dave's salary was increased from $115,000 to $122,500, effective 09/01/2018. Difference is likely due to timing or rounding. No concerns noted. 


			2019			$   122,500.00			$   122,496.64			$   122,500.00			$   3.36			Based on emails from Board of Directors, Dave's contract amount in 2019 was $122,500.


			2020			$   122,500.00			$   67,889.94			$   83,854.17			$   15,964.23			Per review of emails from the Board of Directors (from August 2020), Dave was moved to half time, being paid $5,000 per month. Emails were not specific on dates, so we confirmed with Carolyn the change was made effective 07/26/2020 per Compensation History report in Gusto. He was paid this rate through his last day which was 11/15/2020. Prior to that time, his contract was for $122,500. We also received email documentation that Dave took two weeks of leave without pay in September 2020. Our calculation is much higher than actual pay indicating Dave was not overpaid. We will pass on further review. 


			TOTAL			$   - 0			$   307,533.78						$   16,320.39			Overall, auditor recalculation of pay is higher than actual pay. 











Leave Trend


			Purpose:/Conclusion			To perform a vacation leave trend and summarize leave adjustments identified.





			Source:			PTO Ledgers (see other tabs); Timesheet Summary Report from Time Trex system (previous system no longer used)








						Leave Trend																					Leave Adjustments


						Employee Name/Title			Leave Used												Auditor Comments						Employee Name/Title			PTO adjustments for 2019-2020


									Timesheet Summary Report 						Per PTO ledgers from QuickBooks


						YEAR:			2017			2018			2019


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
April 5, 2019 forward (that is when they moved to new system)			2020


						Diane Moody, CFO			147.30


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Feb 25 - Dec 29, 2017						


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
April 5, 2019 forward (that is when they moved to new system)			168.00


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Dec 30, 2017 - Dec 28, 2018			200.00						Left the Authority in July 2020						Diane Moody, CFO			70.26


						Dave Robison, Executive Director			72.00


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Mar 25 - Dec 29, 2017			136.00


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Dec 30, 2017 - Dec 28, 2018			236.00						Left the Authority in November 2020						Dave Robison, Executive Director			116.00


						Sonya Baumstein, Finance Director			N/A			88.00


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Nov 3 - Dec 28, 2018			352.00						Left the Authority in September 2020						Sonya Baumstein, Finance Director			163.32





						Leave testing can be found on the Leave Testing tab. 																					Leave adjustments are reviewed on each PTO ledger tab
















































































D. Moody pto_ledger


						Purpose/Conclusion:			To document data used for testing


						Source:			PTO Ledger reports from 04/05/2019 (when system started) to termination date; Accounting Manager, Carolyn Zipeto answered questions and showed us the system





			VACATION 


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 21:15			Moody			Diane			dmoody@fortworden.org			49.57			0			49.57						49.57


			4/7/19 21:27			Moody			Diane			dmoody@fortworden.org			2.45			0			52.02			Starting balance adjustment			52.02


			4/10/19 2:13			Moody			Diane			dmoody@fortworden.org			4.92			0			56.94			Automated per pay period PTO 2-5 Years Exempt accrual of 4.92 hours for per_hrs_worked pay period (2019-03-23 to 2019-04-05).			56.94


			4/11/19 1:37			Moody			Diane			dmoody@fortworden.org			0			-8			48.94			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Apr 28, 2019.			48.94


			4/11/19 1:37			Moody			Diane			dmoody@fortworden.org			0			-8			40.94			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Apr 29, 2019.			40.94


			4/11/19 1:37			Moody			Diane			dmoody@fortworden.org			0			-8			32.94			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Apr 30, 2019.			32.94


			4/24/19 2:13			Moody			Diane			dmoody@fortworden.org			5.09			0			38.03			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-04-06 to 2019-04-19).			38.03


			5/5/19 10:34			Moody			Diane			dmoody@fortworden.org			8			0			46.03			8 Hrs added by Diane Moody via manual entry for day Apr 28, 2019.			46.03						Done via timesheet which would be reviewed and approved by her supervisor


			5/5/19 10:34			Moody			Diane			dmoody@fortworden.org			8			0			54.03			8 Hrs added by Diane Moody via manual entry for day Apr 29, 2019.			54.03


			5/5/19 10:34			Moody			Diane			dmoody@fortworden.org			8			0			62.03			8 Hrs added by Diane Moody via manual entry for day Apr 30, 2019.			62.03


			5/8/19 2:13			Moody			Diane			dmoody@fortworden.org			5.09			0			67.12			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-04-20 to 2019-05-03).			67.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			59.12			8 Hrs deducted by Diane Moody via manual entry when jobcode change made for week of May 04, 2019.			59.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			51.12			8 Hrs deducted by Diane Moody via manual entry when jobcode change made for week of May 04, 2019.			51.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			43.12			8 Hrs deducted by Diane Moody via manual entry when jobcode change made for week of May 04, 2019.			43.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			35.12			8 Hrs deducted by Diane Moody via manual entry when jobcode change made for week of May 04, 2019.			35.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			27.12			8 Hrs deducted by Diane Moody via manual entry when jobcode change made for week of May 04, 2019.			27.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			8			0			35.12			8 Hrs added by Diane Moody via manual entry for day May 04, 2019.			35.12						Done via timesheet which would be reviewed and approved by her supervisor


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			8			0			43.12			8 Hrs added by Diane Moody via manual entry for day May 07, 2019.			43.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			8			0			51.12			8 Hrs added by Diane Moody via manual entry for day May 08, 2019.			51.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			8			0			59.12			8 Hrs added by Diane Moody via Manual Time Card entry tool for day May 09, 2019.			59.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			51.12			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day May 09, 2019.			51.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			8			0			59.12			8 Hrs added by Diane Moody via Manual Time Card entry tool for day May 10, 2019.			59.12						Done via timesheet which would be reviewed and approved by her supervisor


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			51.12			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day May 10, 2019.			51.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			43.12			8 Hrs deducted by Diane Moody via manual entry when jobcode change made for week of May 11, 2019.			43.12


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			8			0			51.12			8 Hrs added by Diane Moody via Manual Time Card entry tool for day May 11, 2019.			51.12						Done via timesheet which would be reviewed and approved by her supervisor


			5/19/19 12:11			Moody			Diane			dmoody@fortworden.org			0			-8			43.12			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day May 11, 2019.			43.12


			5/22/19 2:14			Moody			Diane			dmoody@fortworden.org			5.09			0			48.2			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-05-04 to 2019-05-17).			48.2


			6/5/19 2:13			Moody			Diane			dmoody@fortworden.org			5.09			0			53.29			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-05-18 to 2019-05-31).			53.29


			6/19/19 2:14			Moody			Diane			dmoody@fortworden.org			5.09			0			58.38			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-06-01 to 2019-06-14).			58.38


			7/3/19 2:19			Moody			Diane			dmoody@fortworden.org			5.09			0			63.47			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-06-15 to 2019-06-28).			63.47


			7/17/19 2:15			Moody			Diane			dmoody@fortworden.org			5.09			0			68.56			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-06-29 to 2019-07-12).			68.56


			7/31/19 2:21			Moody			Diane			dmoody@fortworden.org			5.09			0			73.64			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-07-13 to 2019-07-26).			73.64


			8/12/19 20:21			Moody			Diane			dmoody@fortworden.org			0			-2.51			71.13			Adj per DM Calc			71.13						This adjustment was entered by Sonya; no support provided for adjustment. However this adjustment does not present any significant risks since it is insignificant and reduces the balance. Pass on further review.


			8/12/19 20:22			Moody			Diane			dmoody@fortworden.org			25.68			0			96.81			Adj per DM Calc			96.81						This adjustment was entered by Sonya. The Authority provided a "DM 2019 Accrual Balances 7-2019 Complete_SB Edits" worksheet which staff indicated was a reconciliation from the prior system to Tsheets. Based on information from staff, the reconciliation was prepared by Diane (and was located on her computer) and Sonya reviewed (based on her initials throughout the spreadsheet). While support was not very detailed, we determined fraud risk was low and we will pass on further review.


			8/14/19 2:21			Moody			Diane			dmoody@fortworden.org			5.09			0			101.9			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-07-27 to 2019-08-09).			101.9


			8/28/19 2:20			Moody			Diane			dmoody@fortworden.org			5.09			0			106.99			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-08-10 to 2019-08-23).			106.99


			9/11/19 2:20			Moody			Diane			dmoody@fortworden.org			5.09			0			112.08			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-08-24 to 2019-09-06).			112.08


			9/25/19 2:17			Moody			Diane			dmoody@fortworden.org			5.09			0			117.17			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-09-07 to 2019-09-20).			117.17


			10/9/19 2:22			Moody			Diane			dmoody@fortworden.org			5.09			0			122.25			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-09-21 to 2019-10-04).			122.25


			10/9/19 2:22			Moody			Diane			dmoody@fortworden.org			0			-2.25			120			Automated adjustment of Vacation 2-5yrs Exempt time down to the max allowed of 120 hours.			120


			10/23/19 2:21			Moody			Diane			dmoody@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-10-05 to 2019-10-18).			125.09


			10/23/19 2:21			Moody			Diane			dmoody@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 2-5yrs Exempt time down to the max allowed of 120 hours.			120


			11/6/19 2:23			Moody			Diane			dmoody@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-10-19 to 2019-11-01).			125.09


			11/6/19 2:23			Moody			Diane			dmoody@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			11/17/19 15:28			Moody			Diane			dmoody@fortworden.org			0			-8			112			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Nov 11, 2019.			112


			11/17/19 15:28			Moody			Diane			dmoody@fortworden.org			0			-8			104			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Nov 12, 2019.			104


			11/20/19 2:14			Moody			Diane			dmoody@fortworden.org			5.09			0			109.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-11-02 to 2019-11-15).			109.09


			12/4/19 2:14			Moody			Diane			dmoody@fortworden.org			5.09			0			114.18			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-11-16 to 2019-11-29).			114.18


			12/18/19 2:15			Moody			Diane			dmoody@fortworden.org			5.09			0			119.26			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-11-30 to 2019-12-13).			119.26


			12/23/19 2:21			Moody			Diane			dmoody@fortworden.org			1.82			0			121.08			Automated per pay period Vacation 6 accrual of 1.82 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-18).			121.08


			12/23/19 2:21			Moody			Diane			dmoody@fortworden.org			0			-1.08			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			12/25/19 16:28			Moody			Diane			dmoody@fortworden.org			0			-8			112			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Dec 27, 2019.			112


			12/30/19 2:15			Moody			Diane			dmoody@fortworden.org			4.36			0			116.36			Automated per pay period Vacation 6 accrual of 4.36 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-25).			116.36


			1/13/20 2:14			Moody			Diane			dmoody@fortworden.org			5.09			0			121.45			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-12-26 to 2020-01-08).			121.45


			1/13/20 2:14			Moody			Diane			dmoody@fortworden.org			0			-1.45			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			1/30/20 2:18			Moody			Diane			dmoody@fortworden.org			6.18			0			126.18			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-01-09 to 2020-01-25).			126.18


			1/30/20 2:18			Moody			Diane			dmoody@fortworden.org			0			-6.18			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			2/13/20 2:17			Moody			Diane			dmoody@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-01-26 to 2020-02-08).			125.09


			2/13/20 2:17			Moody			Diane			dmoody@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			2/28/20 2:15			Moody			Diane			dmoody@fortworden.org			5.45			0			125.45			Automated per pay period Vacation 6 accrual of 5.45 hours for per_hrs_worked pay period (2020-02-09 to 2020-02-23).			125.45


			2/28/20 2:15			Moody			Diane			dmoody@fortworden.org			0			-5.45			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			3/13/20 2:20			Moody			Diane			dmoody@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-02-24 to 2020-03-08).			125.09


			3/13/20 2:20			Moody			Diane			dmoody@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			3/30/20 2:15			Moody			Diane			dmoody@fortworden.org			6.18			0			126.18			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-03-09 to 2020-03-25).			126.18


			3/30/20 2:15			Moody			Diane			dmoody@fortworden.org			0			-6.18			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			4/13/20 2:17			Moody			Diane			dmoody@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-03-26 to 2020-04-08).			125.09


			4/13/20 2:17			Moody			Diane			dmoody@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			4/29/20 2:16			Moody			Diane			dmoody@fortworden.org			5.81			0			125.81			Automated per pay period Vacation 6 accrual of 5.81 hours for per_hrs_worked pay period (2020-04-09 to 2020-04-24).			125.81


			4/29/20 2:16			Moody			Diane			dmoody@fortworden.org			0			-5.81			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			5/13/20 2:22			Moody			Diane			dmoody@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-04-25 to 2020-05-08).			125.09


			5/13/20 2:22			Moody			Diane			dmoody@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			5/30/20 2:16			Moody			Diane			dmoody@fortworden.org			6.18			0			126.18			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-05-09 to 2020-05-25).			126.18


			5/30/20 2:16			Moody			Diane			dmoody@fortworden.org			0			-6.18			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			6/13/20 2:16			Moody			Diane			dmoody@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-05-26 to 2020-06-08).			125.09


			6/13/20 2:16			Moody			Diane			dmoody@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			6/29/20 2:20			Moody			Diane			dmoody@fortworden.org			5.81			0			125.81			Automated per pay period Vacation 6 accrual of 5.81 hours for per_hrs_worked pay period (2020-06-09 to 2020-06-24).			125.81


			6/29/20 2:20			Moody			Diane			dmoody@fortworden.org			0			-5.81			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			7/13/20 2:18			Moody			Diane			dmoody@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-06-25 to 2020-07-08).			125.09


			7/13/20 2:18			Moody			Diane			dmoody@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			7/30/20 2:17			Moody			Diane			dmoody@fortworden.org			6.18			0			126.18			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-07-09 to 2020-07-25).			126.18


			7/30/20 2:17			Moody			Diane			dmoody@fortworden.org			0			-6.18			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


															329.84			-209.8			120.04


												Beginning balance at 04/05/2019			52.02


												Hours earned			180.14


												Hours used			-120


												Adjustments			95.17


												Automated Adjustments (cap reached)			-87.29


												Ending balance at termination			120.04





			PERSONAL TIME


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 21:15			Moody			Diane			dmoody@fortworden.org			64			0			64						64


			4/11/19 1:37			Moody			Diane			dmoody@fortworden.org			0			-8			56			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day May 01, 2019.			56


			5/5/19 10:34			Moody			Diane			dmoody@fortworden.org			8			0			64			8 Hrs added by Diane Moody via manual entry for day May 01, 2019.			64						Done via timesheet which would be reviewed and approved by her supervisor


			7/6/19 2:18			Moody			Diane			dmoody@fortworden.org			0			-64			0			Automated annual balance reset.			0						No carry over, so automatic balance reset prior to accrual.


			7/6/19 2:18			Moody			Diane			dmoody@fortworden.org			72			0			72			Automated annual Personal Day FT Exempt accrual of 72 hours.			72						Automatic accrual


			10/1/19 10:55			Moody			Diane			dmoody@fortworden.org			0			-8			64			Error in rollover 			64						Since adjustment reduces balance and does not present a fraud risk, we will pass on further review.


			11/17/19 15:26			Moody			Diane			dmoody@fortworden.org			0			-8			56			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Nov 02, 2019.			56


			11/17/19 15:26			Moody			Diane			dmoody@fortworden.org			0			-8			48			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Nov 04, 2019.			48


			11/30/19 13:22			Moody			Diane			dmoody@fortworden.org			0			-8			40			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Nov 29, 2019.			40


			12/25/19 16:25			Moody			Diane			dmoody@fortworden.org			0			-8			32			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Dec 19, 2019.			32


			12/25/19 16:25			Moody			Diane			dmoody@fortworden.org			0			-8			24			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Dec 20, 2019.			24


			12/25/19 16:26			Moody			Diane			dmoody@fortworden.org			0			-8			16			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Dec 21, 2019.			16


			12/25/19 16:27			Moody			Diane			dmoody@fortworden.org			0			-8			8			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Dec 25, 2019.			8


			12/25/19 16:28			Moody			Diane			dmoody@fortworden.org			0			-8			0			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Dec 26, 2019.			0


			1/1/20 2:31			Moody			Diane			dmoody@fortworden.org			72			0			72			Automated annual Personal 1 accrual of 72 hours.			72						Automatic accrual


			1/5/20 13:51			Moody			Diane			dmoody@fortworden.org			0			-8			64			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jan 01, 2020.			64


			1/8/20 21:19			Moody			Diane			dmoody@fortworden.org			8			0			72			8 Hrs added by Diane Moody after deleting manual entry for day Jan 01, 2020.			72						Done via timesheet which would be reviewed and approved by her supervisor


															224			-152			72


												Beginning balance at 04/05/2019			64


												Hours earned			144


												Hours used			-80


												Adjustments			8


												Automated Adjustments (cap reached)			-64


												Ending balance at termination			72


			SICK TIME


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 21:16			Moody			Diane			dmoody@fortworden.org			64			0			64						64


			4/7/19 21:27			Moody			Diane			dmoody@fortworden.org			1.5			0			65.5			Starting balance adjustment			65.5


			4/10/19 2:13			Moody			Diane			dmoody@fortworden.org			3			0			68.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-03-23 to 2019-04-05).			68.5


			4/24/19 2:13			Moody			Diane			dmoody@fortworden.org			3			0			71.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-04-06 to 2019-04-19).			71.5


			5/8/19 2:13			Moody			Diane			dmoody@fortworden.org			3			0			74.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-04-20 to 2019-05-03).			74.5


			5/22/19 2:14			Moody			Diane			dmoody@fortworden.org			3			0			77.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-05-04 to 2019-05-17).			77.5


			6/5/19 2:13			Moody			Diane			dmoody@fortworden.org			3			0			80.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-05-18 to 2019-05-31).			80.5


			6/19/19 2:14			Moody			Diane			dmoody@fortworden.org			3			0			83.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-06-01 to 2019-06-14).			83.5


			7/3/19 2:19			Moody			Diane			dmoody@fortworden.org			3			0			86.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-06-15 to 2019-06-28).			86.5


			7/17/19 2:15			Moody			Diane			dmoody@fortworden.org			3			0			89.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-06-29 to 2019-07-12).			89.5


			7/31/19 2:21			Moody			Diane			dmoody@fortworden.org			3			0			92.5			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-07-13 to 2019-07-26).			92.5


			8/12/19 20:21			Moody			Diane			dmoody@fortworden.org			0			-39.03			53.47			Adj per DM Calc			53.47						Since adjustment reduces balance and does not present a fraud risk, we will pass on further review.


			8/12/19 20:22			Moody			Diane			dmoody@fortworden.org			6.12			0			59.59			Adj per DM Calc			59.59


			8/14/19 2:21			Moody			Diane			dmoody@fortworden.org			3			0			62.59			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-07-27 to 2019-08-09).			62.59


			8/28/19 2:21			Moody			Diane			dmoody@fortworden.org			3			0			65.59			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-08-10 to 2019-08-23).			65.59


			9/11/19 2:20			Moody			Diane			dmoody@fortworden.org			3			0			68.59			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-08-24 to 2019-09-06).			68.59


			9/25/19 2:18			Moody			Diane			dmoody@fortworden.org			3			0			71.59			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-09-07 to 2019-09-20).			71.59


			10/9/19 2:22			Moody			Diane			dmoody@fortworden.org			3			0			74.59			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-09-21 to 2019-10-04).			74.59


			10/23/19 2:21			Moody			Diane			dmoody@fortworden.org			3			0			77.59			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-10-05 to 2019-10-18).			77.59


			11/6/19 2:23			Moody			Diane			dmoody@fortworden.org			3			0			80.59			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-10-19 to 2019-11-01).			80.59


			11/20/19 2:14			Moody			Diane			dmoody@fortworden.org			3			0			83.59			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-11-02 to 2019-11-15).			83.59


			12/4/19 2:14			Moody			Diane			dmoody@fortworden.org			3			0			86.59			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-11-16 to 2019-11-29).			86.59


			12/18/19 2:15			Moody			Diane			dmoody@fortworden.org			3			0			89.59			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-11-30 to 2019-12-13).			89.59


			12/23/19 2:21			Moody			Diane			dmoody@fortworden.org			1.07			0			90.66			Automated per pay period Sick 2 accrual of 1.07 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-18).			90.66


			12/30/19 2:15			Moody			Diane			dmoody@fortworden.org			2.57			0			93.23			Automated per pay period Sick 2 accrual of 2.57 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-25).			93.23


			1/13/20 2:14			Moody			Diane			dmoody@fortworden.org			3			0			96.23			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-12-26 to 2020-01-08).			96.23


			1/30/20 2:18			Moody			Diane			dmoody@fortworden.org			3.64			0			99.88			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-01-09 to 2020-01-25).			99.88


			2/13/20 2:17			Moody			Diane			dmoody@fortworden.org			3			0			102.88			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-01-26 to 2020-02-08).			102.88


			2/28/20 2:15			Moody			Diane			dmoody@fortworden.org			3.21			0			106.09			Automated per pay period Sick 2 accrual of 3.21 hours for per_hrs_worked pay period (2020-02-09 to 2020-02-23).			106.09


			3/13/20 2:20			Moody			Diane			dmoody@fortworden.org			3			0			109.09			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-02-24 to 2020-03-08).			109.09


			3/30/20 2:15			Moody			Diane			dmoody@fortworden.org			3.64			0			112.73			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-03-09 to 2020-03-25).			112.73


			4/13/20 2:17			Moody			Diane			dmoody@fortworden.org			3			0			115.73			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-03-26 to 2020-04-08).			115.73


			4/29/20 2:16			Moody			Diane			dmoody@fortworden.org			3.43			0			119.16			Automated per pay period Sick 2 accrual of 3.43 hours for per_hrs_worked pay period (2020-04-09 to 2020-04-24).			119.16


			5/13/20 2:22			Moody			Diane			dmoody@fortworden.org			3			0			122.16			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-04-25 to 2020-05-08).			122.16


			5/30/20 2:16			Moody			Diane			dmoody@fortworden.org			3.64			0			125.8			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-05-09 to 2020-05-25).			125.8


			6/13/20 2:16			Moody			Diane			dmoody@fortworden.org			3			0			128.8			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-05-26 to 2020-06-08).			128.8


			6/29/20 2:20			Moody			Diane			dmoody@fortworden.org			3.43			0			132.23			Automated per pay period Sick 2 accrual of 3.43 hours for per_hrs_worked pay period (2020-06-09 to 2020-06-24).			132.23


			7/13/20 2:18			Moody			Diane			dmoody@fortworden.org			3			0			135.23			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-06-25 to 2020-07-08).			135.23


			7/30/20 2:17			Moody			Diane			dmoody@fortworden.org			3.64			0			138.88			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-07-09 to 2020-07-25).			138.88


															177.89			-39.03			138.86





												Beginning balance at 04/05/2019			65.5


												Hours earned			106.27


												Hours used			0


												Adjustments			-32.91


												Automated Adjustments (cap reached)			0


												Ending balance at termination			138.86








D. Robison pto_ledger


						Purpose/Conclusion:			To document data used for testing


						Source:			PTO Ledger reports from 04/05/2019 (when system started) to termination date; Accounting Manager, Carolyn Zipeto answered questions and showed us the system





			VACATION


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 21:45			Robison			Dave			drobison@fortworden.org			17.94			0			17.94						17.94


			4/7/19 22:02			Robison			Dave			drobison@fortworden.org			0			-2.45			15.49			Starting balance adjustment			15.49


			4/10/19 2:13			Robison			Dave			drobison@fortworden.org			4.92			0			20.41			Automated per pay period PTO 2-5 Years Exempt accrual of 4.92 hours for per_hrs_worked pay period (2019-03-23 to 2019-04-05).			20.41


			4/24/19 2:13			Robison			Dave			drobison@fortworden.org			5.09			0			25.5			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-04-06 to 2019-04-19).			25.5


			5/8/19 2:13			Robison			Dave			drobison@fortworden.org			5.09			0			30.59			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-04-20 to 2019-05-03).			30.59


			5/22/19 2:14			Robison			Dave			drobison@fortworden.org			5.09			0			35.67			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-05-04 to 2019-05-17).			35.67


			6/5/19 2:13			Robison			Dave			drobison@fortworden.org			5.09			0			40.76			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-05-18 to 2019-05-31).			40.76


			6/19/19 2:14			Robison			Dave			drobison@fortworden.org			5.09			0			45.85			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-06-01 to 2019-06-14).			45.85


			7/1/19 8:32			Robison			Dave			drobison@fortworden.org			0			-8			37.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 24, 2019.			37.85


			7/1/19 8:32			Robison			Dave			drobison@fortworden.org			0			-8			29.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 25, 2019.			29.85


			7/1/19 8:32			Robison			Dave			drobison@fortworden.org			0			-8			21.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 26, 2019.			21.85


			7/1/19 8:32			Robison			Dave			drobison@fortworden.org			0			-8			13.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 27, 2019.			13.85


			7/1/19 8:32			Robison			Dave			drobison@fortworden.org			0			-8			5.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 28, 2019.			5.85


			7/1/19 8:37			Robison			Dave			drobison@fortworden.org			40			0			45.85			Revised balance 			45.85						Entered by Diane


			7/1/19 8:38			Robison			Dave			drobison@fortworden.org			0			-8			37.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 17, 2019.			37.85


			7/1/19 8:38			Robison			Dave			drobison@fortworden.org			0			-8			29.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 18, 2019.			29.85


			7/1/19 8:38			Robison			Dave			drobison@fortworden.org			0			-8			21.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 19, 2019.			21.85


			7/1/19 8:38			Robison			Dave			drobison@fortworden.org			0			-8			13.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 20, 2019.			13.85


			7/1/19 8:38			Robison			Dave			drobison@fortworden.org			0			-8			5.85			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 21, 2019.			5.85


			7/3/19 2:19			Robison			Dave			drobison@fortworden.org			5.09			0			10.94			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-06-15 to 2019-06-28).			10.94


			7/17/19 2:15			Robison			Dave			drobison@fortworden.org			5.09			0			16.03			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-06-29 to 2019-07-12).			16.03


			7/31/19 2:21			Robison			Dave			drobison@fortworden.org			5.09			0			21.11			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-07-13 to 2019-07-26).			21.11


			8/14/19 2:21			Robison			Dave			drobison@fortworden.org			5.09			0			26.2			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-07-27 to 2019-08-09).			26.2


			8/28/19 2:20			Robison			Dave			drobison@fortworden.org			5.09			0			31.29			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-08-10 to 2019-08-23).			31.29


			9/11/19 2:20			Robison			Dave			drobison@fortworden.org			5.09			0			36.38			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-08-24 to 2019-09-06).			36.38


			9/25/19 2:17			Robison			Dave			drobison@fortworden.org			5.09			0			41.47			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-09-07 to 2019-09-20).			41.47


			10/9/19 2:22			Robison			Dave			drobison@fortworden.org			5.09			0			46.55			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-09-21 to 2019-10-04).			46.55


			10/23/19 2:21			Robison			Dave			drobison@fortworden.org			5.09			0			51.64			Automated per pay period Vacation 2-5yrs Exempt accrual of 5.09 hours for per_hrs_worked pay period (2019-10-05 to 2019-10-18).			51.64


			11/6/19 2:23			Robison			Dave			drobison@fortworden.org			5.09			0			56.73			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-10-19 to 2019-11-01).			56.73


			11/20/19 2:14			Robison			Dave			drobison@fortworden.org			5.09			0			61.82			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-11-02 to 2019-11-15).			61.82


			12/4/19 2:14			Robison			Dave			drobison@fortworden.org			5.09			0			66.91			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-11-16 to 2019-11-29).			66.91


			12/18/19 2:15			Robison			Dave			drobison@fortworden.org			5.09			0			72			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-11-30 to 2019-12-13).			72


			12/23/19 2:21			Robison			Dave			drobison@fortworden.org			1.82			0			73.81			Automated per pay period Vacation 6 accrual of 1.82 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-18).			73.81


			12/30/19 2:15			Robison			Dave			drobison@fortworden.org			4.36			0			78.17			Automated per pay period Vacation 6 accrual of 4.36 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-25).			78.17


			12/31/19 10:42			Robison			Dave			drobison@fortworden.org			0			-8			70.17			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Jan 01, 2020.			70.17


			1/13/20 2:14			Robison			Dave			drobison@fortworden.org			5.09			0			75.26			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2019-12-26 to 2020-01-08).			75.26


			1/30/20 2:18			Robison			Dave			drobison@fortworden.org			6.18			0			81.44			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-01-09 to 2020-01-25).			81.44


			2/13/20 2:17			Robison			Dave			drobison@fortworden.org			5.09			0			86.53			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-01-26 to 2020-02-08).			86.53


			2/28/20 2:15			Robison			Dave			drobison@fortworden.org			5.45			0			91.98			Automated per pay period Vacation 6 accrual of 5.45 hours for per_hrs_worked pay period (2020-02-09 to 2020-02-23).			91.98


			3/13/20 2:20			Robison			Dave			drobison@fortworden.org			5.09			0			97.07			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-02-24 to 2020-03-08).			97.07


			3/30/20 2:15			Robison			Dave			drobison@fortworden.org			6.18			0			103.25			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-03-09 to 2020-03-25).			103.25


			4/13/20 2:17			Robison			Dave			drobison@fortworden.org			5.09			0			108.33			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-03-26 to 2020-04-08).			108.33


			4/29/20 2:16			Robison			Dave			drobison@fortworden.org			5.81			0			114.15			Automated per pay period Vacation 6 accrual of 5.81 hours for per_hrs_worked pay period (2020-04-09 to 2020-04-24).			114.15


			5/13/20 2:22			Robison			Dave			drobison@fortworden.org			5.09			0			119.24			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-04-25 to 2020-05-08).			119.24


			5/30/20 2:16			Robison			Dave			drobison@fortworden.org			6.18			0			125.41			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-05-09 to 2020-05-25).			125.41


			5/30/20 2:16			Robison			Dave			drobison@fortworden.org			0			-5.41			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			6/13/20 2:16			Robison			Dave			drobison@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-05-26 to 2020-06-08).			125.09


			6/13/20 2:16			Robison			Dave			drobison@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			6/29/20 2:20			Robison			Dave			drobison@fortworden.org			5.81			0			125.81			Automated per pay period Vacation 6 accrual of 5.81 hours for per_hrs_worked pay period (2020-06-09 to 2020-06-24).			125.81


			6/29/20 2:20			Robison			Dave			drobison@fortworden.org			0			-5.81			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			7/13/20 2:18			Robison			Dave			drobison@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-06-25 to 2020-07-08).			125.09


			7/13/20 2:18			Robison			Dave			drobison@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			7/30/20 2:17			Robison			Dave			drobison@fortworden.org			6.18			0			126.18			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-07-09 to 2020-07-25).			126.18


			7/30/20 2:17			Robison			Dave			drobison@fortworden.org			0			-6.18			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			8/13/20 2:20			Robison			Dave			drobison@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-07-26 to 2020-08-08).			125.09


			8/13/20 2:20			Robison			Dave			drobison@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			8/30/20 2:16			Robison			Dave			drobison@fortworden.org			6.18			0			126.18			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-08-09 to 2020-08-25).			126.18


			8/30/20 2:16			Robison			Dave			drobison@fortworden.org			0			-6.18			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			9/13/20 2:18			Robison			Dave			drobison@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-08-26 to 2020-09-08).			125.09


			9/13/20 2:18			Robison			Dave			drobison@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			9/29/20 2:23			Robison			Dave			drobison@fortworden.org			5.81			0			125.81			Automated per pay period Vacation 6 accrual of 5.81 hours for per_hrs_worked pay period (2020-09-09 to 2020-09-24).			125.81


			9/29/20 2:23			Robison			Dave			drobison@fortworden.org			0			-5.81			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			10/13/20 2:16			Robison			Dave			drobison@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-09-25 to 2020-10-08).			125.09


			10/13/20 2:16			Robison			Dave			drobison@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			10/30/20 2:18			Robison			Dave			drobison@fortworden.org			6.18			0			126.18			Automated per pay period Vacation 6 accrual of 6.18 hours for per_hrs_worked pay period (2020-10-09 to 2020-10-25).			126.18


			10/30/20 2:18			Robison			Dave			drobison@fortworden.org			0			-6.18			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			11/13/20 2:18			Robison			Dave			drobison@fortworden.org			5.09			0			125.09			Automated per pay period Vacation 6 accrual of 5.09 hours for per_hrs_worked pay period (2020-10-26 to 2020-11-08).			125.09


			11/13/20 2:18			Robison			Dave			drobison@fortworden.org			0			-5.09			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


			11/29/20 2:18			Robison			Dave			drobison@fortworden.org			5.81			0			125.81			Automated per pay period Vacation 6 accrual of 5.81 hours for per_hrs_worked pay period (2020-11-09 to 2020-11-24).			125.81


			11/29/20 2:18			Robison			Dave			drobison@fortworden.org			0			-5.81			120			Automated adjustment of Vacation 6 time down to the max allowed of 120 hours.			120


															282.42			-162.37			120.05


												Beginning balance at 04/05/2019			15.49


												Hours earned			224.48


												Hours used			-88


												Adjustments			40


												Automated Adjustments (cap reached)			-71.92


												Ending balance at termination			120.05


			PERSONAL TIME


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 21:45			Robison			Dave			drobison@fortworden.org			72			0			72						72


			5/1/19 2:15			Robison			Dave			drobison@fortworden.org			0			-72			0			Automated annual balance reset.			0						No carry over, so automatic balance reset prior to accrual.


			5/1/19 2:15			Robison			Dave			drobison@fortworden.org			72			0			72			Automated annual Personal Day FT Exempt accrual of 72 hours.			72						Automatic accrual


			6/16/19 16:39			Robison			Dave			drobison@fortworden.org			0			-8			64			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 12, 2019.			64


			6/16/19 16:39			Robison			Dave			drobison@fortworden.org			0			-8			56			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 13, 2019.			56


			6/16/19 16:39			Robison			Dave			drobison@fortworden.org			0			-8			48			8 Hrs deducted by Diane Moody via Manual Time Card entry tool for day Jun 14, 2019.			48


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			40			8 Hrs deducted by Holly Height via manual entry when jobcode change made for week of Sep 21, 2019.			40


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			32			8 Hrs deducted by Holly Height via manual entry when jobcode change made for week of Sep 21, 2019.			32


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-4			28			4 Hrs deducted by Holly Height via manual entry when jobcode change made for week of Sep 21, 2019.			28


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			20			8 Hrs deducted by Holly Height via manual entry when jobcode change made for week of Sep 21, 2019.			20


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			12			8 Hrs deducted by Holly Height via manual entry when jobcode change made for week of Sep 21, 2019.			12


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			8			0			20			8 Hrs added by Holly Height via Manual Time Card entry tool for day Sep 23, 2019.			20						Done via timesheet which was completed by prior HR Director, Holly Height


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			12			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 23, 2019.			12


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			8			0			20			8 Hrs added by Holly Height via Manual Time Card entry tool for day Sep 24, 2019.			20						Done via timesheet which was completed by prior HR Director, Holly Height


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			12			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 24, 2019.			12


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			4			0			16			4 Hrs added by Holly Height via Manual Time Card entry tool for day Sep 25, 2019.			16						Done via timesheet which was completed by prior HR Director, Holly Height


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			8			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 25, 2019.			8


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			8			0			16			8 Hrs added by Holly Height via Manual Time Card entry tool for day Sep 26, 2019.			16						Done via timesheet which was completed by prior HR Director, Holly Height


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			8			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 26, 2019.			8


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			8			0			16			8 Hrs added by Holly Height via Manual Time Card entry tool for day Sep 27, 2019.			16						Done via timesheet which was completed by prior HR Director, Holly Height


			10/7/19 7:34			Robison			Dave			drobison@fortworden.org			0			-8			8			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 27, 2019.			8


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			8			0			16			8 Hrs added by Holly Height via manual entry for day Sep 23, 2019.			16						Done via timesheet which was completed by prior HR Director, Holly Height


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			8			0			24			8 Hrs added by Holly Height via manual entry for day Sep 24, 2019.			24


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			8			0			32			8 Hrs added by Holly Height via manual entry for day Sep 25, 2019.			32


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			8			0			40			8 Hrs added by Holly Height via manual entry for day Sep 26, 2019.			40


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			8			0			48			8 Hrs added by Holly Height via manual entry for day Sep 27, 2019.			48


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			0			-8			40			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 30, 2019.			40


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			0			-8			32			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Oct 01, 2019.			32


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			0			-8			24			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Oct 02, 2019.			24


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			0			-8			16			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Oct 03, 2019.			16


			10/7/19 7:35			Robison			Dave			drobison@fortworden.org			0			-8			8			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Oct 04, 2019.			8


			12/26/19 12:29			Robison			Dave			drobison@fortworden.org			0			-8			0			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Dec 26, 2019.			0


			1/1/20 2:31			Robison			Dave			drobison@fortworden.org			72			0			72			Automated annual Personal 1 accrual of 72 hours.			72						Automatic accrual


															292			-220			72


												Beginning balance at 04/05/2019			72


												Hours earned			144


												Hours used			-148


												Adjustments			76


												Automated Adjustments (cap reached)			-72


												Ending balance at termination			72


			SICK TIME


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 21:45			Robison			Dave			drobison@fortworden.org			160			0			160						160


			4/10/19 2:13			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-03-23 to 2019-04-05).			163


			4/10/19 2:13			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			4/24/19 2:13			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-04-06 to 2019-04-19).			163


			4/24/19 2:13			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			5/8/19 2:13			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-04-20 to 2019-05-03).			163


			5/8/19 2:13			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			5/22/19 2:14			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-05-04 to 2019-05-17).			163


			5/22/19 2:14			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			6/5/19 2:13			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-05-18 to 2019-05-31).			163


			6/5/19 2:13			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			6/19/19 2:14			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-06-01 to 2019-06-14).			163


			6/19/19 2:14			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			7/3/19 2:19			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-06-15 to 2019-06-28).			163


			7/3/19 2:19			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			7/17/19 2:15			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-06-29 to 2019-07-12).			163


			7/17/19 2:15			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			7/31/19 2:21			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-07-13 to 2019-07-26).			163


			7/31/19 2:21			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			8/14/19 2:21			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-07-27 to 2019-08-09).			163


			8/14/19 2:21			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			8/28/19 2:21			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-08-10 to 2019-08-23).			163


			8/28/19 2:21			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			9/11/19 2:20			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-08-24 to 2019-09-06).			163


			9/11/19 2:20			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			9/25/19 2:18			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-09-07 to 2019-09-20).			163


			9/25/19 2:18			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			10/9/19 2:22			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-09-21 to 2019-10-04).			163


			10/9/19 2:22			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			10/23/19 2:21			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick Leave 1+ Years accrual of 3 hours for per_hrs_worked pay period (2019-10-05 to 2019-10-18).			163


			10/23/19 2:21			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick Leave 1+ Years time down to the max allowed of 160 hours.			160


			11/6/19 2:23			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-10-19 to 2019-11-01).			163


			11/6/19 2:23			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			11/20/19 2:14			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-11-02 to 2019-11-15).			163


			11/20/19 2:14			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			12/4/19 2:14			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-11-16 to 2019-11-29).			163


			12/4/19 2:14			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			12/18/19 2:15			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-11-30 to 2019-12-13).			163


			12/18/19 2:15			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			12/23/19 2:21			Robison			Dave			drobison@fortworden.org			1.07			0			161.07			Automated per pay period Sick 2 accrual of 1.07 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-18).			161.07


			12/23/19 2:21			Robison			Dave			drobison@fortworden.org			0			-1.07			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			12/30/19 2:15			Robison			Dave			drobison@fortworden.org			2.57			0			162.57			Automated per pay period Sick 2 accrual of 2.57 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-25).			162.57


			12/30/19 2:15			Robison			Dave			drobison@fortworden.org			0			-2.57			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			1/13/20 2:14			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2019-12-26 to 2020-01-08).			163


			1/13/20 2:14			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			1/30/20 2:18			Robison			Dave			drobison@fortworden.org			3.64			0			163.64			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-01-09 to 2020-01-25).			163.64


			1/30/20 2:18			Robison			Dave			drobison@fortworden.org			0			-3.64			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			2/13/20 2:17			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-01-26 to 2020-02-08).			163


			2/13/20 2:17			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			2/28/20 2:15			Robison			Dave			drobison@fortworden.org			3.21			0			163.21			Automated per pay period Sick 2 accrual of 3.21 hours for per_hrs_worked pay period (2020-02-09 to 2020-02-23).			163.21


			2/28/20 2:15			Robison			Dave			drobison@fortworden.org			0			-3.21			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			3/13/20 2:20			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-02-24 to 2020-03-08).			163


			3/13/20 2:20			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			3/30/20 2:15			Robison			Dave			drobison@fortworden.org			3.64			0			163.64			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-03-09 to 2020-03-25).			163.64


			3/30/20 2:15			Robison			Dave			drobison@fortworden.org			0			-3.64			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			4/13/20 2:17			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-03-26 to 2020-04-08).			163


			4/13/20 2:17			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			4/29/20 2:16			Robison			Dave			drobison@fortworden.org			3.43			0			163.43			Automated per pay period Sick 2 accrual of 3.43 hours for per_hrs_worked pay period (2020-04-09 to 2020-04-24).			163.43


			4/29/20 2:16			Robison			Dave			drobison@fortworden.org			0			-3.43			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			5/13/20 2:22			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-04-25 to 2020-05-08).			163


			5/13/20 2:22			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			5/30/20 2:16			Robison			Dave			drobison@fortworden.org			3.64			0			163.64			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-05-09 to 2020-05-25).			163.64


			5/30/20 2:16			Robison			Dave			drobison@fortworden.org			0			-3.64			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			6/13/20 2:16			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-05-26 to 2020-06-08).			163


			6/13/20 2:16			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			6/29/20 2:20			Robison			Dave			drobison@fortworden.org			3.43			0			163.43			Automated per pay period Sick 2 accrual of 3.43 hours for per_hrs_worked pay period (2020-06-09 to 2020-06-24).			163.43


			6/29/20 2:20			Robison			Dave			drobison@fortworden.org			0			-3.43			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			7/13/20 2:18			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-06-25 to 2020-07-08).			163


			7/13/20 2:18			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			7/30/20 2:17			Robison			Dave			drobison@fortworden.org			3.64			0			163.64			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-07-09 to 2020-07-25).			163.64


			7/30/20 2:17			Robison			Dave			drobison@fortworden.org			0			-3.64			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			8/13/20 2:20			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-07-26 to 2020-08-08).			163


			8/13/20 2:20			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			8/30/20 2:16			Robison			Dave			drobison@fortworden.org			3.64			0			163.64			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-08-09 to 2020-08-25).			163.64


			8/30/20 2:16			Robison			Dave			drobison@fortworden.org			0			-3.64			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			9/13/20 2:18			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-08-26 to 2020-09-08).			163


			9/13/20 2:18			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			9/29/20 2:23			Robison			Dave			drobison@fortworden.org			3.43			0			163.43			Automated per pay period Sick 2 accrual of 3.43 hours for per_hrs_worked pay period (2020-09-09 to 2020-09-24).			163.43


			9/29/20 2:23			Robison			Dave			drobison@fortworden.org			0			-3.43			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			10/13/20 2:16			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-09-25 to 2020-10-08).			163


			10/13/20 2:16			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			10/30/20 2:19			Robison			Dave			drobison@fortworden.org			3.64			0			163.64			Automated per pay period Sick 2 accrual of 3.64 hours for per_hrs_worked pay period (2020-10-09 to 2020-10-25).			163.64


			10/30/20 2:19			Robison			Dave			drobison@fortworden.org			0			-3.64			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			11/13/20 2:18			Robison			Dave			drobison@fortworden.org			3			0			163			Automated per pay period Sick 2 accrual of 3 hours for per_hrs_worked pay period (2020-10-26 to 2020-11-08).			163


			11/13/20 2:18			Robison			Dave			drobison@fortworden.org			0			-3			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


			11/29/20 2:18			Robison			Dave			drobison@fortworden.org			3.43			0			163.43			Automated per pay period Sick 2 accrual of 3.43 hours for per_hrs_worked pay period (2020-11-09 to 2020-11-24).			163.43


			11/29/20 2:18			Robison			Dave			drobison@fortworden.org			0			-3.43			160			Automated adjustment of Sick 2 time down to the max allowed of 160 hours.			160


															292.41			-132.41			160





												Beginning balance at 04/05/2019			160


												Hours earned			132.41


												Hours used			0


												Adjustments			0


												Automated Adjustments (cap reached)			-132.41


												Ending balance at termination			160








S. Baumstein pto_ledger


						Purpose/Conclusion:			To document data used for testing


						Source:			PTO Ledger reports from 04/05/2019 (when system started) to termination date; Accounting Manager, Carolyn Zipeto answered questions and showed us the system





			VACATION LEAVE


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 19:31			Baumstein			Sonya			sbaumstein@fortworden.org			22.67			0			22.67						22.67


			4/6/19 22:48			Baumstein			Sonya			sbaumstein@fortworden.org			2.24			0			24.91			Starting balance correction			24.91


			4/10/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			3.2			0			28.11			Automated per pay period PTO 0-2 Years Exempt accrual of 3.2 hours for per_hrs_worked pay period (2019-03-23 to 2019-04-05).			28.11


			4/24/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			31.43			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-04-06 to 2019-04-19).			31.43


			5/8/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			34.75			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-04-20 to 2019-05-03).			34.75


			5/17/19 12:01			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			26.75			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day May 14, 2019.			26.75


			5/17/19 12:01			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			34.75			8 Hrs added by Sonya Baumstein via manual entry for day May 14, 2019.			34.75						Done via timesheet which would be reviewed and approved by her supervisor


			5/31/19 22:19			Baumstein			Sonya			sbaumstein@fortworden.org			2.99			0			37.74			Added 2.99 for PP 05/04 - 05/17/19 for accrual being missed			37.74						Adjustment appears reasonable - compared to other automated accruals and accrual on 05/22/2019 is missing - accrual amount of 3.32 (2.99+0.33) matches other accruals, no concerns noted.


			5/31/19 22:32			Baumstein			Sonya			sbaumstein@fortworden.org			0.33			0			38.07			Added .33 to standardize accrual for non exempt			38.07


			6/5/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			41.39			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-05-18 to 2019-05-31).			41.39


			6/19/19 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			44.71			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-06-01 to 2019-06-14).			44.71


			7/3/19 2:19			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			48.03			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-06-15 to 2019-06-28).			48.03


			7/17/19 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			51.35			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-06-29 to 2019-07-12).			51.35


			7/31/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			54.67			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-07-13 to 2019-07-26).			54.67


			8/14/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			57.99			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-07-27 to 2019-08-09).			57.99


			8/28/19 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			61.31			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-08-10 to 2019-08-23).			61.31


			9/11/19 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			64.63			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-08-24 to 2019-09-06).			64.63


			9/25/19 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			67.95			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-09-07 to 2019-09-20).			67.95


			10/9/19 2:22			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			71.27			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-09-21 to 2019-10-04).			71.27


			10/23/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			74.59			Automated per pay period Vacation 0-2yrs Exempt accrual of 3.32 hours for per_hrs_worked pay period (2019-10-05 to 2019-10-18).			74.59


			11/6/19 2:23			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			77.91			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2019-10-19 to 2019-11-01).			77.91


			11/19/19 14:02			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			69.91			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Nov 29, 2019.			69.91


			11/20/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			73.23			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2019-11-02 to 2019-11-15).			73.23


			11/25/19 12:20			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			65.23			8 hours donated to Dylan Quarles			65.23						Entered by Holly Height


			12/4/19 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			68.55			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2019-11-16 to 2019-11-29).			68.55


			12/13/19 17:55			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			76.55			Error in Dylan Quarles Donation from PTO			76.55						Entered by Sonya; Carolyn logged in to the time tracking system and showed us where the donated leave was entered and removed from Dylan's leave balance, verifying they both didn't use the leave. No concerns noted


			12/18/19 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			79.87			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2019-11-30 to 2019-12-13).			79.87


			12/23/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			1.19			0			81.06			Automated per pay period Vacation 3 accrual of 1.19 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-18).			81.06


			12/23/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			0			-1.06			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			12/27/19 22:19			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			72			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Jan 01, 2020.			72


			12/30/19 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			2.85			0			74.85			Automated per pay period Vacation 3 accrual of 2.85 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-25).			74.85


			1/2/20 18:39			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			82.85			8 Hrs added by Sonya Baumstein after deleting manual entry for day Jan 01, 2020.			82.85						Done via timesheet which would be reviewed and approved by her supervisor - additionally noted an email change from 12/27-12/29 indicating this would be adjusted - Sonya asked if leave was needed and Diane responded "No. You will work 40 hours so just take the day." 


			1/13/20 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			86.17			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2019-12-26 to 2020-01-08).			86.17


			1/13/20 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			0			-6.17			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			1/30/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			4.03			0			84.03			Automated per pay period Vacation 3 accrual of 4.03 hours for per_hrs_worked pay period (2020-01-09 to 2020-01-25).			84.03


			1/30/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			0			-4.03			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			2/13/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			83.32			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2020-01-26 to 2020-02-08).			83.32


			2/13/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.32			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			2/28/20 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			3.56			0			83.56			Automated per pay period Vacation 3 accrual of 3.56 hours for per_hrs_worked pay period (2020-02-09 to 2020-02-23).			83.56


			2/28/20 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.56			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			3/9/20 6:56			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			72			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Mar 23, 2020.			72


			3/9/20 6:56			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			64			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Mar 24, 2020.			64


			3/9/20 6:56			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			56			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Mar 25, 2020.			56


			3/13/20 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			59.32			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2020-02-24 to 2020-03-08).			59.32


			3/13/20 2:46			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			51.32			8 Hrs deducted by TSheets Support via Manual Time Card entry tool for day Mar 26, 2020.			51.32


			3/13/20 2:46			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			43.32			8 Hrs deducted by TSheets Support via Manual Time Card entry tool for day Mar 27, 2020.			43.32


			3/23/20 15:25			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			51.32			8 Hrs added by Sonya Baumstein after deleting manual entry for day Mar 23, 2020.			51.32						Done via timesheet which would be reviewed and approved by her supervisor


			3/23/20 15:25			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			59.32			8 Hrs added by Sonya Baumstein after deleting manual entry for day Mar 24, 2020.			59.32


			3/23/20 15:25			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			67.32			8 Hrs added by Sonya Baumstein after deleting manual entry for day Mar 25, 2020.			67.32


			3/23/20 15:25			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			75.32			8 Hrs added by Sonya Baumstein after deleting manual entry for day Mar 26, 2020.			75.32


			3/23/20 15:25			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			83.32			8 Hrs added by Sonya Baumstein after deleting manual entry for day Mar 27, 2020.			83.32


			3/30/20 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			4.03			0			87.35			Automated per pay period Vacation 3 accrual of 4.03 hours for per_hrs_worked pay period (2020-03-09 to 2020-03-25).			87.35


			3/30/20 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-7.35			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			4/13/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			83.32			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2020-03-26 to 2020-04-08).			83.32


			4/13/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.32			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			4/29/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			3.79			0			83.79			Automated per pay period Vacation 3 accrual of 3.79 hours for per_hrs_worked pay period (2020-04-09 to 2020-04-24).			83.79


			4/29/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.79			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			5/13/20 2:22			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			83.32			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2020-04-25 to 2020-05-08).			83.32


			5/13/20 2:22			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.32			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			5/30/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			4.03			0			84.03			Automated per pay period Vacation 3 accrual of 4.03 hours for per_hrs_worked pay period (2020-05-09 to 2020-05-25).			84.03


			5/30/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			0			-4.03			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			6/13/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			83.32			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2020-05-26 to 2020-06-08).			83.32


			6/13/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.32			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			6/29/20 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			3.79			0			83.79			Automated per pay period Vacation 3 accrual of 3.79 hours for per_hrs_worked pay period (2020-06-09 to 2020-06-24).			83.79


			6/29/20 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.79			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			7/13/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			83.32			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2020-06-25 to 2020-07-08).			83.32


			7/13/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.32			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			7/30/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			4.03			0			84.03			Automated per pay period Vacation 3 accrual of 4.03 hours for per_hrs_worked pay period (2020-07-09 to 2020-07-25).			84.03


			7/30/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			0			-4.03			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			8/13/20 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			83.32			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2020-07-26 to 2020-08-08).			83.32


			8/13/20 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.32			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			8/30/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			4.03			0			84.03			Automated per pay period Vacation 3 accrual of 4.03 hours for per_hrs_worked pay period (2020-08-09 to 2020-08-25).			84.03


			8/30/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			0			-4.03			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			9/13/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			3.32			0			83.32			Automated per pay period Vacation 3 accrual of 3.32 hours for per_hrs_worked pay period (2020-08-26 to 2020-09-08).			83.32


			9/13/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			0			-3.32			80			Automated adjustment of Vacation 3 time down to the max allowed of 80 hours.			80


			9/24/20 12:29			Baumstein			Sonya			sbaumstein@fortworden.org			0			-80


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Moved to different accrual schedule 			0			Moved to Vacation 6-HH			0						Moving to a new leave accrual code 


			9/24/20 12:30			Baumstein			Sonya			sbaumstein@fortworden.org			96


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
80 hours moved from one accrual schedule to the other 			0			96			80 hours moved from Vacation 3- 16 hours added -total of 96 hours-HH -9/24/2020			96						Entered by Holly Height; based on discussion with Carolyn, the extra 16 hours added was likely retroactive leave that should have been accrued if she was not moved to the correct accrual code on time. 96 hours is the limit. No concerns noted, we will pass on further review. 


			9/29/20 2:23			Baumstein			Sonya			sbaumstein@fortworden.org			5.81			0			101.81			Automated per pay period Vacation 6 accrual of 5.81 hours for per_hrs_worked pay period (2020-09-09 to 2020-09-24).			101.81


			10/1/20 12:13			Baumstein			Sonya			sbaumstein@fortworden.org			0			-5.48			96.33						96.33


			10/1/20 12:13			Baumstein			Sonya			sbaumstein@fortworden.org			0			-96			0.33			96 Hours to be paid in lump sum once severance is exhausted.			0.33


															318.89			-318.56			0.33


												Beginning balance at 04/05/2019			24.91


												Hours earned			130.66


												Hours used			-64


												Adjustments			75.32


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Removed 80 hours for the transfer from the accrual system - not sure what 16 hours adjustment is for though


												Automated Adjustments (cap reached)			-70.56


												Cashout			-96


												Ending balance at termination			0.33


			PERSONAL LEAVE


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 19:31			Baumstein			Sonya			sbaumstein@fortworden.org			48			0			48						48


			4/6/19 18:42			Baumstein			Sonya			sbaumstein@fortworden.org			24			0			72			Correction of starting balance			72						Seems reasonable as others (D. Moody & D. Robison) accrued 72 hours); pass on further review.


			6/14/19 12:08			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			64			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Jun 11, 2019.			64


			7/2/19 7:34			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			56			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Jul 11, 2019.			56


			7/2/19 7:34			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			48			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Jul 12, 2019.			48


			7/12/19 19:23			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			56			8 Hrs added by Sonya Baumstein via manual entry for day Jul 12, 2019.			56						Done via timesheet which would be reviewed and approved by her supervisor


			8/24/19 8:49			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			48			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Aug 30, 2019.			48


			9/6/19 6:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			40			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Aug 28, 2019.			40


			9/6/19 6:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			32			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Aug 29, 2019.			32


			9/6/19 6:15			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			40			8 Hrs added by Holly Height via manual entry for day Aug 28, 2019.			40						Done via timesheet which would be reviewed and approved by her supervisor


			9/6/19 6:15			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			48			8 Hrs added by Holly Height via manual entry for day Aug 29, 2019.			48


			9/6/19 6:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			40			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Aug 28, 2019.			40


			9/6/19 6:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			32			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Aug 29, 2019.			32


			9/7/19 9:52			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			40			8 Hrs added by Sonya Baumstein via manual entry for day Aug 28, 2019.			40						Done via timesheet which would be reviewed and approved by her supervisor


			9/7/19 9:52			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			48			8 Hrs added by Sonya Baumstein via manual entry for day Aug 29, 2019.			48


			9/20/19 19:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			40			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Sep 09, 2019.			40


			9/20/19 19:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			32			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Sep 10, 2019.			32


			9/20/19 19:15			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			24			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Sep 11, 2019.			24


			9/30/19 15:20			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			16			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Oct 11, 2019.			16


			10/25/19 10:14			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			8			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Oct 25, 2019.			8


			10/25/19 10:14			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			16			8 Hrs added by Sonya Baumstein after deleting manual entry for day Oct 25, 2019.			16						Done via timesheet which would be reviewed and approved by her supervisor


			12/2/19 13:34			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			8			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Nov 28, 2019.			8


			12/23/19 14:19			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			0			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Dec 19, 2019.			0


			1/1/20 2:31			Baumstein			Sonya			sbaumstein@fortworden.org			72			0			72			Automated annual Personal 1 accrual of 72 hours.			72


			3/10/20 8:25			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			64			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Mar 02, 2020.			64


			3/10/20 8:25			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			56			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Mar 04, 2020.			56


			3/10/20 8:25			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			48			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Mar 06, 2020.			48


			6/10/20 10:04			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			40			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day May 27, 2020.			40


			6/10/20 10:05			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			48			8 Hrs added by Sonya Baumstein via Manual Time Card entry tool for day May 28, 2020.			48						Done via timesheet which would be reviewed and approved by her supervisor


			6/10/20 10:05			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			40			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day May 28, 2020.			40


															200			-160			40


												Beginning balance at 04/05/2019			48


												Hours earned			72


												Hours used			-160


												Adjustments			80


												Automated Adjustments (cap reached)			0


												Cashout			0


												Ending balance at termination			40


			OTHER LEAVE


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			3/8/19 11:34			Baumstein			Sonya			sbaumstein@fortworden.org			40			0			40						40						Not sure what these adjustments are but will pass on further review since they net to zero


			4/6/19 18:41			Baumstein			Sonya			sbaumstein@fortworden.org			0			-40			0						0


			9/6/19 6:13			Baumstein			Sonya			sbaumstein@fortworden.org			40			0			40			add 40- death of grandmother			40


			9/6/19 6:14			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			32			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 02, 2019.			32


			9/6/19 6:14			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			24			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 03, 2019.			24


			9/6/19 6:14			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			16			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 04, 2019.			16


			9/6/19 6:14			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			8			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 05, 2019.			8


			9/6/19 6:14			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			0			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 06, 2019.			0


															80			-80			0


												Beginning balance at 04/05/2019			40


												Hours earned			0


												Hours used			-40


												Adjustments			0


												Automated Adjustments (cap reached)			0


												Cashout			0


												Ending balance at termination			0


			SICK LEAVE


			ctime			lname			fname			username			hours_earned			hours_used			balance			note			available_balance						Auditor Comments


			4/5/19 19:31			Baumstein			Sonya			sbaumstein@fortworden.org			14.81			0			14.81						14.81


			4/6/19 22:49			Baumstein			Sonya			sbaumstein@fortworden.org			1.4			0			16.21			Starting balance correction			16.21


			4/10/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			18.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-03-23 to 2019-04-05).			18.21


			4/24/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			20.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-04-06 to 2019-04-19).			20.21


			5/8/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			22.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-04-20 to 2019-05-03).			22.21


			5/13/19 9:23			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			14.21			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day May 09, 2019.			14.21


			5/13/19 9:23			Baumstein			Sonya			sbaumstein@fortworden.org			8			0			22.21			8 Hrs added by Sonya Baumstein via manual entry for day May 09, 2019.			22.21						Done via timesheet which would be reviewed and approved by her supervisor


			5/13/19 9:23			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			14.21			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day May 09, 2019.			14.21


			5/22/19 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			16.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-05-04 to 2019-05-17).			16.21


			6/5/19 2:13			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			18.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-05-18 to 2019-05-31).			18.21


			6/19/19 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			20.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-06-01 to 2019-06-14).			20.21


			7/3/19 2:19			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			22.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-06-15 to 2019-06-28).			22.21


			7/17/19 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			24.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-06-29 to 2019-07-12).			24.21


			7/31/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			26.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-07-13 to 2019-07-26).			26.21


			8/14/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			28.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-07-27 to 2019-08-09).			28.21


			8/28/19 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			30.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-08-10 to 2019-08-23).			30.21


			9/11/19 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			32.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-08-24 to 2019-09-06).			32.21


			9/25/19 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			34.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-09-07 to 2019-09-20).			34.21


			10/3/19 9:40			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			26.21			8 Hrs deducted by Holly Height via Manual Time Card entry tool for day Sep 30, 2019.			26.21


			10/9/19 2:22			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			28.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-09-21 to 2019-10-04).			28.21


			10/23/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			30.21			Automated per pay period Sick Leave 0-1 Years accrual of 2 hours for per_hrs_worked pay period (2019-10-05 to 2019-10-18).			30.21


			11/6/19 2:23			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			32.21			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2019-10-19 to 2019-11-01).			32.21


			11/11/19 10:16			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			24.21			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Nov 11, 2019.			24.21


			11/20/19 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			26.21			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2019-11-02 to 2019-11-15).			26.21


			12/4/19 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			28.21			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2019-11-16 to 2019-11-29).			28.21


			12/18/19 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			30.21			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2019-11-30 to 2019-12-13).			30.21


			12/23/19 2:21			Baumstein			Sonya			sbaumstein@fortworden.org			0.71			0			30.92			Automated per pay period Sick 1 accrual of 0.71 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-18).			30.92


			12/23/19 14:20			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			22.92			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Dec 17, 2019.			22.92


			12/23/19 14:20			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			14.92			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Dec 18, 2019.			14.92


			12/30/19 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			1.71			0			16.64			Automated per pay period Sick 1 accrual of 1.71 hours for per_hrs_worked pay period (2019-12-14 to 2019-12-25).			16.64


			1/13/20 2:14			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			18.64			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2019-12-26 to 2020-01-08).			18.64


			1/26/20 23:30			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			10.64			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Jan 15, 2020.			10.64


			1/30/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			2.43			0			13.07			Automated per pay period Sick 1 accrual of 2.43 hours for per_hrs_worked pay period (2020-01-09 to 2020-01-25).			13.07


			2/13/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			15.07			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2020-01-26 to 2020-02-08).			15.07


			2/28/20 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			2.14			0			17.21			Automated per pay period Sick 1 accrual of 2.14 hours for per_hrs_worked pay period (2020-02-09 to 2020-02-23).			17.21


			3/13/20 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			19.21			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2020-02-24 to 2020-03-08).			19.21


			3/30/20 2:15			Baumstein			Sonya			sbaumstein@fortworden.org			2.43			0			21.64			Automated per pay period Sick 1 accrual of 2.43 hours for per_hrs_worked pay period (2020-03-09 to 2020-03-25).			21.64


			4/13/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			23.64			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2020-03-26 to 2020-04-08).			23.64


			4/29/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			2.29			0			25.92			Automated per pay period Sick 1 accrual of 2.29 hours for per_hrs_worked pay period (2020-04-09 to 2020-04-24).			25.92


			5/13/20 2:22			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			27.92			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2020-04-25 to 2020-05-08).			27.92


			5/30/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			2.43			0			30.35			Automated per pay period Sick 1 accrual of 2.43 hours for per_hrs_worked pay period (2020-05-09 to 2020-05-25).			30.35


			6/10/20 10:04			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			22.35			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day May 29, 2020.			22.35


			6/13/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			24.35			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2020-05-26 to 2020-06-08).			24.35


			6/29/20 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			2.29			0			26.64			Automated per pay period Sick 1 accrual of 2.29 hours for per_hrs_worked pay period (2020-06-09 to 2020-06-24).			26.64


			7/13/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			28.64			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2020-06-25 to 2020-07-08).			28.64


			7/30/20 2:17			Baumstein			Sonya			sbaumstein@fortworden.org			2.43			0			31.07			Automated per pay period Sick 1 accrual of 2.43 hours for per_hrs_worked pay period (2020-07-09 to 2020-07-25).			31.07


			8/13/20 2:20			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			33.07			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2020-07-26 to 2020-08-08).			33.07


			8/30/20 2:16			Baumstein			Sonya			sbaumstein@fortworden.org			2.43			0			35.5			Automated per pay period Sick 1 accrual of 2.43 hours for per_hrs_worked pay period (2020-08-09 to 2020-08-25).			35.5


			9/13/20 2:18			Baumstein			Sonya			sbaumstein@fortworden.org			2			0			37.5			Automated per pay period Sick 1 accrual of 2 hours for per_hrs_worked pay period (2020-08-26 to 2020-09-08).			37.5


			9/25/20 11:35			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			29.5			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Sep 25, 2020.			29.5


			9/25/20 11:36			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			21.5			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Sep 23, 2020.			21.5


			9/25/20 11:36			Baumstein			Sonya			sbaumstein@fortworden.org			0			-8			13.5			8 Hrs deducted by Sonya Baumstein via Manual Time Card entry tool for day Sep 24, 2020.			13.5


			9/29/20 2:23			Baumstein			Sonya			sbaumstein@fortworden.org			2.29			0			15.78			Automated per pay period Sick 1 accrual of 2.29 hours for per_hrs_worked pay period (2020-09-09 to 2020-09-24).			15.78


															103.79			-88			15.79





												Beginning balance at 04/05/2019			16.21


												Hours earned			79.58


												Hours used			-88


												Adjustments			8


												Automated Adjustments (cap reached)			0


												Cashout			0


												Ending balance at termination			15.79








Leave Testing


			Purpose:			To compare leave usage for 2019 and 2020 to calendars, leave requests, leave adjustments, etc. to determine completeness for prior Executive Director, CFO and Finance Director. 


			Source:			PTO ledgers (see individual tabs), outlook calendars, emails provided by the Authority


			Conclusion:			We compared leave usage for 2019 and 2020 to calendars, leave requests, leave adjustments, etc. and determined leave does not appear complete for the prior Executive Director, CFO or Finance Director. We found: 


						 - Diane's outlook calendar and emails identified 64 hours of potential leave that do not appear on PTO reports. 


						 - Dave's outlook calendar and emails identified 56 hours of potential leave that do not appear on the PTO reports. 


						 - Sonya's PTO reports identified 56 more hours of leave than we identified during review of her outlook calendar and emails.


						See ROWD for further evaluation. 


						Diane Moody Leave Testing


						Month			Leave per Outlook Calendar/Emails			Leave per PTO Ledger			Difference			Auditor Comments





						Apr-19


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
PTO ledger is available from 04/05/2019 forward; we did not test 01/01/2019 - 04/04/2019.			24


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email indicates she requested vacation for 04/28 to 05/01			- 0			(24)			PTO Ledger initially indicates 3 days leave taken for 04/28 - 04/30 but later reversed. 


						May-19			40


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Calendar notes "Vacation" for all day for May 6 through 10

Email indicates she took 05/09 to 05/11 as vacation			24


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
There are numerous ins/outs for this period made on 05/19 with a net use of only 3 days (or 24 hours) of leave.

			(16)			Conflicting support - calendar indicates more leave taken then email does


						Jun-19			- 0			- 0			- 0


						Jul-19			16


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
"Off-Vacation" noted on calendar for July 4-8, which includes 2 working days			- 0			(16)			No leave used on PTO ledger for July 2019


						Aug-19			16


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Notated "Day Off" for all day Thursday the 22nd on calendar

Email dated 08/07 from Diane reporting she is out sick that day			- 0			(16)			No leave used on PTO ledger for August 2019


						Sep-19			- 0			- 0			- 0


						Oct-19			- 0			- 0			- 0


						Nov-19			- 0			40


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
November 2, 4, 11, 12 & 29			40			Calendar does not give any indication she is out on leave the days PTO was used per the PTO Ledger. However, details of a meeting she was invited to on 11/12 states "Diane, I can email draft before and/or after since you are out" but her calendar itself does not indicate she is off or how long she was off. 


						Dec-19			- 0			48


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
December 19, 20, 21, 25, 26 & 27			48			Outlook calendar gave no indications leave was used in December.


						Jan-20			- 0			- 0			- 0


						Feb-20			- 0			- 0			- 0


						Mar-20			- 0			- 0			- 0


						Apr-20			32


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
April 3, 10, 17 & 24 all labeled as "Day off" for all day. 			- 0			(32)			No leave used on PTO ledger for April 2020


						May-20			40


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
May 1, 8, 15, 22 & 29th all labeled "Day off" for all day.			- 0			(40)			No leave used on PTO ledger for May 2020


						Jun-20			- 0			- 0			- 0


						Jul-20			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Calendar indicates "Diane off this day" all day for July 1 & 3 - July 3rd is federal holiday (to observe July 4th)			- 0			(8)			No leave used on PTO ledger for July 2020


									176			112			(64)


						Dave Robison Leave Testing


						Month			Leave per Outlook Calendar/Emails			Leave per PTO Ledger			Difference			Auditor Comments





						Apr-19


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
PTO ledger is available from 04/05/2019 forward; we did not test 01/01/2019 - 04/04/2019.			- 0			- 0			- 0


						May-19			- 0			- 0			- 0


						Jun-19			112


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Calendar indicates: "Dave Out" from June 11-30

Email indicates PTO was approved for 06/12 to 06/14			64


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
PTO ledger for vacation shows 80 hours being deducted for June 17 - 28 but 40 hours is added back in for the same period.

Personal PTO ledger shows 24 hours leave taken for June 12, 13 & 14			(48)			Conflicting support - calendar indicates leave from 06/11 to 06/30 but email approves leave for 06/12 to 06/14. There is another email dated 07/01/2019 indicating Diane put in 80 hours of leave for Dave and corrected his balance - email is not specific.


						Jul-19			- 0			- 0			- 0


						Aug-19			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
"Dave Out" for August 9th
			- 0			(8)


						Sep-19			8			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Sept 30			- 0			Sept 2nd noted as Dave being out on Diane's calendar but Dave's calendar shows no indications of being out


						Oct-19			32


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email dated 10/06 from Diane stating "I approve 40 hours of personal days for Dave last week" which appears to be for 09/30 to 10/4			32


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Oct 1-4			- 0


						Nov-19			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
"Dave Out" noted for 11/7			- 0			(8)


						Dec-19			- 0			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Dec 26			8


						Jan-20			- 0			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Leave used 01/01 (entered 12/31/2019) 			8			No leave indicated on 01/01 but this is a holiday so it is unclear why leave is being used anyway


						Feb-20			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
"OFF" noted for 2/14 all day			- 0			(8)			Feb 3rd noted as Dave being out on Diane's calendar but Dave's calendar is not clear if it is leave or simply out of the office/off-site


						Mar-20			- 0			- 0			- 0


						Apr-20			- 0			- 0			- 0


						May-20			- 0			- 0			- 0


						Jun-20			- 0			- 0			- 0


						Jul-20			- 0			- 0			- 0


						Aug-20			- 0			- 0			- 0


						Sep-20			- 0			- 0			- 0


						Oct-20			- 0			- 0			- 0


						Nov-20			- 0			- 0			- 0


									176			120			(56)


						Sonya Baumstein Leave Testing


						Month			Leave per Outlook Calendar/Emails			Leave per PTO Ledger			Difference			Auditor Comments





						Apr-19


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
PTO ledger is available from 04/05/2019 forward; we did not test 01/01/2019 - 04/04/2019.			- 0			- 0			- 0


						May-19			- 0			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Vacation shows 8 hours used for 05/14 but later reversed.

Sick has 8 hours used for 05/09			8


						Jun-19			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email dated 6/11 from Sonya requesting a PTO day			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
June 11			- 0


						Jul-19			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email requesting 07/11 and 7/12 off 
Subsequent email dated 07/12 from Sonya saying she came in on the 12th so is only taking leave on the 11th. Calendar indicates "Personal Day" on the 11th and 12th 			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
July 11			- 0			There is also an email chain in which Sonya requests leave on 07/30 but emails later and says she intends to put in extra hours later


						Aug-19			40


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
There is an email dated 08/18 in which Sonya requests 08/26 to 8/30 off but does indicate she will work over the weekend if needed

There is another email dated 08/20 in which she notifies all the Directors she will be off from 08/26 to 08/30 but again indicates she will be working the weekend (before and after that week). 

There is a subsequent email dated 08/21 from Sonya requesting 08/30 off, which Diane approved. 

There is a possibility she was not approved for leave the rest of the week and only took leave on the 30th. Unclear.

There are no indications of leave on her calendar			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Aug 30			(32)


						Sep-19			72


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email dated 09/01 (Sunday) indicating she needs the next week off due to a death in the family.

Email dated 09/20 requesting personal days for 09/09 to 09/11 since she ran out of bereavement leave. Approved by Diane

Later email dated 10/2 requesting to use sick day for 9/30

Calendar does not indicate any leave taken.			72


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Sept 2-6 & 9-11 & 30			- 0


						Oct-19			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Requested 1 day of personal leave 10/11 per email dated 09/27 - approved by Diane

Calendar does not indicate any leave used.			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Oct 11			- 0


						Nov-19			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Emailed dated 11/11 indicating she plans to take a sick or PTO day			24


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Nov 11 & 28 & 29			16


						Dec-19			16


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email dated 12/18 (Wednesday) indicating she is taking Thursday and Friday off. 			24


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Dec 17- 19			8


						Jan-20			- 0			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Originally noted 8 hours vacation for Jan 1 - entered 12/27/2019 but later reversed

8 hours sick leave 01/15			8


						Feb-20			- 0			- 0			- 0


						Mar-20			- 0			24


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Vacation originally showed 40 hours leave used from March 23 - 27 but later reversed.

Personal: March 2, 4 & 6			24


						Apr-20			- 0			- 0			- 0			"Sonya Off" on Diane's calendar on 04/14 & 15 - notes "Working Sun and Sat instead."


						May-20			- 0			16


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
May 27 & 29			16


						Jun-20			- 0			- 0			- 0


						Jul-20			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Calendar notes "Vacation" for 07/31 to 08/03, which includes two week days.			- 0			(8)


						Aug-20			8


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Calendar notes "Vacation" for 07/31 to 08/03, which includes two week days.			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
PTO ledger is available from 04/05/2019 forward; we did not test 01/01/2019 - 04/04/2019.			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email indicates she requested vacation for 04/28 to 05/01			- 0			(8)


						Sep-20			- 0			24


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Sept 23-25			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Calendar notes "Vacation" for all day for May 6 through 10

Email indicates she took 05/09 to 05/11 as vacation			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
There are numerous ins/outs for this period made on 05/19 with a net use of only 3 days (or 24 hours) of leave.

			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
"Off-Vacation" noted on calendar for July 4-8, which includes 2 working days			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Notated "Day Off" for all day Thursday the 22nd on calendar

Email dated 08/07 from Diane reporting she is out sick that day			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
November 2, 4, 11, 12 & 29			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
December 19, 20, 21, 25, 26 & 27			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
April 3, 10, 17 & 24 all labeled as "Day off" for all day. 			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
May 1, 8, 15, 22 & 29th all labeled "Day off" for all day.			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Calendar indicates "Diane off this day" all day for July 1 & 3 - July 3rd is federal holiday (to observe July 4th)			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
PTO ledger is available from 04/05/2019 forward; we did not test 01/01/2019 - 04/04/2019.			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Calendar indicates: "Dave Out" from June 11-30

Email indicates PTO was approved for 06/12 to 06/14			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
PTO ledger for vacation shows 80 hours being deducted for June 17 - 28 but 40 hours is added back in for the same period.

Personal PTO ledger shows 24 hours leave taken for June 12, 13 & 14			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
"Dave Out" for August 9th
			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Sept 30			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email dated 10/06 from Diane stating "I approve 40 hours of personal days for Dave last week" which appears to be for 09/30 to 10/4			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Oct 1-4			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
"Dave Out" noted for 11/7			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Dec 26			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Leave used 01/01 (entered 12/31/2019) 			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
"OFF" noted for 2/14 all day			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
PTO ledger is available from 04/05/2019 forward; we did not test 01/01/2019 - 04/04/2019.						


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Vacation shows 8 hours used for 05/14 but later reversed.

Sick has 8 hours used for 05/09			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email dated 6/11 from Sonya requesting a PTO day			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
June 11			


Seibert, Melinda (SAO): Seibert, Melinda (SAO):
Email requesting 07/11 and 7/12 off 
Subsequent email dated 07/12 from Sonya saying she came in on the 12th so is only taking leave on the 11th. Calendar indicates "Personal Day" on the 11th and 12th 						24


									176			232			56
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Review of Banking Activity.xlsx

Testing


			Purpose:			To determine if unusual banking transactions including wire transfers, ACH transactions or and unusual withdrawals identified during our bank statement review are adequately supported and allowable. 


			Source:			PDA bank statements (see list in ROWD) and various support identified below provided by Accounting Manager, Carolyn Zipeto 


			Conclusion:			We determined unusual banking transactions including wire transfers, ACH transactions and unusual withdrawals identified and selected for further testing during our bank statement review are adequately supported and allowable. The Authority was able to provide support for all selected transactions and no indications of fraud were identified. No exceptions noted.


																					A			Adequately supported


																					B			Allowable








			Date			Description			Amount			Account #			Account name			A			B			Unsupported $			Auditor Comments


			11/13/20			withdrawal Port Townsend B			$   13,000.00			9700			Advance Dep			OK			OK			$   - 0			PDA provided two receipts one showing withdrawal from this account seq 052 at 2:59:00 pm then a deposit into account 8203 (payroll)seq 053 at 2:59:11 pm which is why we did not identify this as cash exchange.


			6/19/20			TCF TCFL 8039 CCD			$   854.30			6909			Operations			OK			OK			$   - 0			TCF National Bank loan payment Marathon dewatering compactor invoice #6545913


			11/14/19			WIRE TRANSFER FROM CHECKING			$   23,147.75			6909			Operations			OK			OK			$   - 0			First Federal foreign exchange wire transfer to Maestro, hospitality software, invoice NC22916 50% of total invoice due.


			5/16/19			Internet CM LN Pay to 0773000251			$   168,235.70			6909			Operations			OK			OK			$   - 0			Loan billing statement


			5/16/19			Internet CM LN Pay to 0773000251 Correction			$   168,235.70			6909			Operations			OK			OK			$   - 0			bank support- showing not debited three times


			5/16/19			payoff 0251			$   168,235.70			6909			Operations			OK			OK			$   - 0			bank support- showing not debited three times


			8/16/18			loan pay down 0773000251			$   150,770.00			6909			Operations			OK			OK			$   - 0			Loan billing statement First Federal LOC and maturity notice


			4/25/18			WITHDRAWAL - PORT TOWNSEND			$   652.00			8203			Payroll 2			OK			OK			$   - 0			First Federal Currency and Coin slip provided, noting  cash exchange acct 6909 which is operations, appears teller used payroll acct


			4/28/18			WIRE TRANSFER DEBIT			$   360.00			1400			Food Service			OK			OK			$   - 0			First Federal Currency and Coin slip provided,  noting cash exchange acct 6909 but teller used food service


			10/17/17			withdrawal Port Townsend B			$   700.00			6909			Operations			OK			OK			$   - 0			Cash exchange


			9/17/17			withdrawal Port Townsend B			$   616.00			6909			Operations			OK			OK			$   - 0			Cash exchange


			8/22/16			CTL 8002441111 WEB CCD			$   346.53			6909			Operations			OK			OK			$   - 0			Century Link  BLDG 202  New account; bill does not state service address but PDA is payee.


			8/15/16			IRS-Department of Treasury			$   850.00			8107			Capital Projects			OK			OK			$   - 0			Fort Worden Foundation 1023 Application Fee; EIN listed on stub is not PDA. Per Carolyn the Foundation did not reimburse. However, Carolyn did provide a JE showing a September 30 payment from Foundation for $900.  The note is business registration fees.  


			12/23/15			ADP EEPAY/GARNWC EEPAY/GARN CCD			$   32,637.28			6909			Operations			OK			OK			$   - 0			ADP payroll liability report trace to amount, JE# listed, no garnishment on report


			11/27/15			ADP EEPAY/GARNWC EEPAY/GARN CCD			$   33,632.93			6909			Operations			OK			OK			$   - 0			ADP payroll liability report trace to amount, JE# listed, no garnishment on report


			11/17/15			ADP EEPAY/GARNWC EEPAY/GARN CCD			$   4,173.04			6909			Operations			OK			OK			$   - 0			ADP payroll liability report for food service staff tips; no concerns noted.


			11/13/15			ADP EEPAY/GARNWC EEPAY/GARN CCD			$   37,908.26			6909			Operations			OK			OK			$   - 0			ADP payroll liability report trace to amount, JE # listed, no garnishment on report


			10/23/15			Withdrawal Sequim Ave			$   150,546.87			6909			Operations			OK			OK			$   - 0			First Federal loan billing statement #773000251 shows payment of $150,546.87 made 10/23/2015


			8/14/15			Check 814 cleared - no check copy			$   29,379.00			9601			Discover Pass (Payroll 1)			OK			OK			$   - 0			Cancelled check handwritten and dated 8/5/2015; these appear to be starter checks with no check number and name of entity was handwritten on check.  Amount ties to GL


			7/3/15			Check 703 cleared - no check copy			$   53,016.00			9601			Discover Pass (Payroll 1)			OK			OK			$   - 0			Cancelled check handwritten and dated 6/26/2015; these appear to be starter checks with no check number and name of entity was handwritten on check.  Amount ties to GL


			5/1/15			Check 501 cleared - no check copy			$   39,719.00			9601			Discover Pass (Payroll 1)			OK			OK			$   - 0			Cancelled check handwritten and dated 4/27/2015; these appear to be starter checks with no check number and name of entity was handwritten on check.  Amount ties to GL


						Total Tested			$   1,077,016.06						Total unsupported									$   - 0































































































































































SAO Procedures Report.pdf

Fort Worden Public Development Authority

General

Code: 43FortWorden-AC20-FD20
Name: Fort Worden Public Development Authority
Group: Port Orchard

Type: 43-Public Development Authority
Location: Jefferson

Scope: Not Applicable

Team

Lead: Melinda Seibert

Manager: Amy Strzalka

Procedures

B.2.PRG - Planning

Procedure Step: Reported Loss

Prepared By:
Reviewed By:

CLM, 11/17/2020
SRS, 1/5/2021

Purpose/Conclusion.’








Fort Worden Public Development Authority

Purpose/Conclusion:
To document the initial reported loss and preliminary assessment completed.

Record of Work Done.’

Investigation Procedures:
1. Initial contact was made with the client on 8/21/2020 and discussed with audit manager.

2. A Preliminary Assessment Worksheet (PAW) was completed. PAWFort Worden_Public_Development_Authority F-20-277

3. Based on Team Fraud's review of the it was determined that:
Draft a Fieldwork Plan See our established investigation plan and budget here: Fraud Fieldwork Plan Template. It was originally
determined when the PAW was completed that we would review external investigation, as the PDA contracted with a forensic accountant to
review. However the PDA decided to have SAO perform additional audit work instead.

B.2.PRG - Planning

Procedure Step: Investigation Plan
Prepared By: CLM, 12/17/2020
Reviewed By: SRS, 1/5/2021

Purpose/Conclusion.’

Purpose/Conclusion:
To develop and document an investigation plan that addresses the anticipated investigation strategy, scope, staffing and budget.

Record of Work Done.”

Step 1. It was determined a Fieldwork Investigation Plan would be drafted. The following elements were considered when developing
the plan:








Fort Worden Public Development Authority

Approach and testing strategies

Initial scope of the investigation (time frame and areas examined)

Procedures to determine if scope should be expanded (“what else” question)

Procedures to understand internal controls, if necessary

Whether interviews need to be conducted and, if so, the timing, nature of the questions, and who will lead the interviews.
Estimated time-frame/fieldwork completion date, budget, and staffing resources.

Step 2. We drafted and obtained approval for the attached Fieldwork Plan Fraud Fieldwork Plan Template.

Step 3. Set up audit number and budget in TABS. We gave consideration to the estimated time-frame/fieldwork completion date, budget,
and staffing resources. We also considered if there were any other audits currently going on or planned for in the near future that the
investigation risks including what else areas identified could impact. We discussed with Team Fraud best practices for combining Accountablilty
audits with investigation work and determined we would include disbursements, and review of transactions between PDA and the Fort Worden
Foundation in the accountability work and if we find indications of fraud we will then complete additional fraud work.

An overall budget of [100 hours] was approved.

Step 4. We discussed the investigation costs with David Timmons, Acting Chief Operating Officer. We will document any further key
communication items within the fieldwork communications step throughout the investigation.








Fort Worden Public Development Authority

General

Code: 43FortWorden-AC20-FD20
Name: Fort Worden Public Development Authority
Group: Port Orchard

Type: 43-Public Development Authority
Location: Jefferson

Scope: Not Applicable

Team

Lead: Melinda Seibert

Manager: Amy Strzalka

Procedures

D.1.PRG - Fieldwork

Procedure Step: Summary

Prepared By:
Reviewed By:

MAS, 12/22/2021
SRS, 12/22/2021

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

Record of Work Done.’

Summary of conclusions
A summary of the results of fieldwork is below:

On 08/20/2020, the Interim Executive Director, David Timmons notified our Office regarding a potential loss of public funds as required by state
law.

The Authority initiated an investigation and hired an outside consultant (as reviewed at External Review) and determined a disbursement loss had
occurred. The investigation identified misappropriation totaling $10,054 and no questionable expenditures.

The Authority has filed a report with law enforcement at Port Townsend Police Department.
Conclusion: Our results are summarized at Investigation Summary.

Summary of work performed
We performed the following work as referenced in our audit plan at Fraud Fieldwork Plan Template:

1. We held planning conversations with the client and reviewed records provided by the client during planning at
Accountability Planning - Local Government and Planning. We also reviewed past audit documented controls, testing and issues as
documented in the 43FortWorden-AC17-FS17 audit file.

2. We performed external review of the preliminary investigation completed by contracted investigator and completed the
external review checklist at External Review.
3. We performed a bank Statement review at Investigation Plan Step 1 - Bank Statement Review

4 We performed a review of disbursements at Tests of Credit Cards, Fuel Cards, Charge Accounts
5 We performed a review of payroll at Investigation Plan Step 2 - Payroll Review

6. We performed a review of credit cards at Tests of Credit Cards, Fuel Cards, Charge Accounts

7. We performed a review of activity with the Fort Worden Foundation at Review transactions
8
9

Although interviews were not ultimately conducted, our attempt to conduct interviews is documented at Interviews
We discussed reporting with the Special Investigations Program Manager and drafted the report as documented at

Reporting

Procedures described above did not identify any additional misappropriation beyond the invoices totaling $10,054 identified above.
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D.1.PRG - Fieldwork

Procedure Step: Communication Log
Prepared By: MAS, 12/10/2021
Reviewed By: ACS, 12/17/2021

Purpose/Conclusion.’

Purpose/Conclusion:
To document various communications with the entity and other parties, as applicable.

Record of Work Done.’

We documented various communication items discussed with the entity and other parties, as applicable, here: Communication Log

D.1.PRG - Fieldwork

Procedure Sfep: Interviews
Prepared By: MAS, 11/1/2021
Reviewed By: SRS, 12/22/2021

Purpose/Conclusion.’

Purpose/Conclusion:
To document interviews conducted during our investigation.
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Record of Work Done.’

Procedures:

During the external investigation, interviews were conducted by the contracted investigator on September 15, 2020, with the Finance &
Administration Director, Sonya Baumstein and Bookkeeper, Carolyn Zipeto as documented on pgs 2-3 of the report. Forensic Accountant Report
with exhibits

During SAO's review of the external investigation, we attempted to meet with Diane Moody to discuss Authority procedures at the time she was
employed and to discuss the invoices identified as inappropriate. We called Ms. Moody at the number the Authority provided us (503-213-3116)
on 10/20/21 and 10/22/21 and left voicemails requesting a return call. We called on 10/28/21 and left a message to please call back by 11/3/21
and if we did not hear back by then that we would move forward with reporting and mention that we were not able to meet with her.

D.1.PRG - Fieldwork

Procedure Step: External Review
Prepared By: MAS, 1/22/2021
Reviewed By: SRS, 9/27/2021

Purpose/Conclusion.’

Purpose/Conclusion:
To determine if our Office can rely on work conducted by the client or external parties such as law enforcement.

Record of Work Done.’

Auditor Procedures:
Step 1. We obtained the entities external investigation report. See Forensic Accountant Report with exhibits

Step 2. We reviewed the work performed by Contracted specialist, Linda Saunders, CFE, CPA Certified in Financial Forensics by the AICPA. We
documented our review in our checklist here: Fraud External Investigation Review Checklist
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Step 3.
From review of the investigation it was determined an expanded review needed to be completed. We drafted a fieldwork investigation plan here

Fraud Fieldwork Plan Template.
o Set up audit number and budget in TABS. We gave consideration to the estimated time-frame/fieldwork completion date,
budget, and staffing resources. We also considered if there were any other audits currently going on or planned for in the near
future that the investigation risks including what else areas identified could impact. We discussed with Team Fraud best practices
for combining Accountability audits with investigation work.
o An overall budget of 100 hours was approved.

Conclusion: We determined we could rely on the work conducted. However, we also determined the work was limited in scope and additional
work will need to be completed as documented at .Fraud Fieldwork Plan Template

D.1.PRG - Fieldwork

Procedure Step: Investigation Plan Step 1 - Bank Statement Review
Prepared By: MAS, 7/29/2021
Reviewed By: SRS, 11/1/2021

Purpose/Conclusion.’

Purpose:
To complete investigation plan step procedures.

Conclusion:
We completed investigation plan step procedures and did not identify any fraud risks, fraudulent transactions or exceptions.

Record of Work Done.”

Step 1 Plan: our approved investigation plan is documented here Fraud Fieldwork Plan Template. Our plan includes:

Bank Statement review
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e Perform a scan of Authority bank account statements transaction activity from 2015 to current looking for unusual activity,
including identifying:

o Wire and ACH transfers
o Debit card activity (if any)
o Unexpected or missing deposits

Investigation Bank Statement Review Procedures:
We determined the Authority had the following bank accounts from 01/01/2015 to 12/31/2020:
. Advanced Deposit Account **9700 - 01/01/2015 - 12/31/2020
Capital (Business MMDA) **8107 - 01/01/2015 - 12/31/2020
Food Service **1400 - 01/01/2015 - 12/31/2020
Operations (Free Business Checking) **6909 - 01/01/2015 - 12/31/2020
Discover Pass **9601 - 01/01/2015 - 01/31/2016
Payroll **9601 - 02/01/2016 - 01/31/2018 (NOTE: Same acct as above, now used for payroll)
Payroll **8203 - 01/01/2018 - 12/31/2020

We obtained copies of bank statements for all accounts listed above from 01/01/2015 to 12/31/2020. NOTE: Although the plan says "2015 to
current" we performed this work through the end of our audit period.

1. Wire and ACH transfers

We reviewed 2015-2020 bank statement activity of wire withdrawals and direct withdrawals for all account (Discover Pass/Payroll 1, Payroll 2,
Food Service, Advance Deposit, Capital, and Operations). As we reviewed bank statements, we noted any unusual activity and requested further
support for the transaction to determine if it is adequately supported and allowable; see Review of Banking Activity. We tested a total of 21
transactions totaling $1,077,016 and determined unusual banking transactions including wire transfers, ACH transactions or and unusual
withdrawals identified and selected for further testing during our bank statement review are adequately supported and allowable. The Authority
was able to provide support for all selected transactions and no indications of fraud were identified. No exceptions noted.

2. Debit card activity (if any)
We did not see any evidence of debit card use and Carolyn Zipeto, Accounting Manager explained the Authority does not have debit cards. No
concerns noted.

3. Unexpected or missing deposits
We reviewed deposits to all Authority bank accounts (as listed above - Discover Pass/Payroll 1, Payroll 2, Food Service, Advance Deposit, Capital,
and Operations).
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We saw the Food Service and Operations accounts had regular deposit activity that appeared consistent in frequency and with our understanding
of Authority activities. We also saw activity indicating "cash exchange". These transactions are to replenish cash for various change funds. We
verified a matching deposit for any cash exchange withdrawal took place without exception. We did not select any transactions from these
accounts for detailed testing as we did not identify any unusual transactions.

The Payroll, Capital and Advance Deposit accounts do not have regular deposit activity but do have wire transfers from other Authority accounts.
The Capital account also received wire transfers from the Fort Worden Foundation throughout each year which is expected as the Foundation
helps fund Authority activities. We also identify deposits that are transfers between the Capital account and Payroll, Operations, and Advance
Deposit accounts. While the Capital funds were restricted for capital projects, so transfers from that account should have been rare, there could
be reasons these transfers occurred. We did not identify any fraud risks with these transfers as review of transfers in the accountability audit
found all transfers were accounted for; see Transfers from Capital Fund. No further testing is deemed necessary.

4. Disbursements scan

We noted the Authority had a $3.1million increase in operating expenses from 2019 to 2020. When we reviewed the misappropriated
invoices we observed that Diane Moody coded the expenses to operating expense account 7000 Repairs&Maintenance. To determine if
additional misappropriation occurred, we performed a trend analysis and tested transactions from the entire GL, see here Disbursements - A/P
and credit card. We also inquired with the Authority and confirmed that they completed a full review of the repair and maintenance account
and noted no other concerns.

D.1.PRG - Fieldwork

Procedure Step: Investigation Plan Step 2 - Payroll Review
Prepared By: MAS, 9/20/2021
Reviewed By: SRS, 12/22/2021

Purpose/Conclusion.’

Purpose:
To complete investigation plan step procedures.
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Conclusion:
We completed investigation plan step procedures and did not identify any indications of fraud or loss. We did however identify the following:
o We identified an overall lack of clear, official payroll documentation for the prior Executive Director due to a missing personnel

file. While we were able to obtain documentation sufficient to conclude pay was appropriate, we do recommend the Authority ensure
personnel files, employment contracts and other payroll information is retained and safeguarded. We evaluated this level of reporting at
LOR Summary and documented our recommendation at Payroll Support.

o Our review of leave usage determined:
. The prior CFO's outlook calendar and emails identified 64 hours of potential leave that do not appear on PTO
reports.
o The prior Executive Director's outlook calendar and emails identified 56 hours of potential leave that do not
appear on the PTO reports.
o The prior Finance Manager's PTO reports identified 56 more hours of leave then we identified during review of

her outlook calendar and emails.
However, while differences were noted, we determined the Authority does not have adequate controls to ensure leave requests and
usage are adequately monitored and tracked. For this reason, we are unable to determine if differences are errors or represent a loss
of public funds. We evaluated the level of reporting at LOR Summary and documented our recommendation at Leave Usage.

Record of Work Done.’

Step 2 Plan: Our approved investigation plan is documented at Fraud Fieldwork Plan Template. Our plan includes the following:

1. Perform a payroll trend of the former CFO and Executive Director’s compensation from 2015 to current. Compare the total
payments for 2018 to current to the employment contracts for the two employees to determine if the payments were appropriate.
2. Review Authority records located related the wage garnishments for the former CFO. Determine the source of the
payments made to DOR and if these were properly garnished from the CFO’s wages.

3. Perform a trend of the former CFO and Executive Director’s leave use from 2015 to current.

4, Compare leave usage in 2018 to current to calendars, leave requests, leave adjustments, etc. to determine completeness
for Executive Director, CFO and Finance Director.

5. Review of leave cash outs paid to Executive Director, CFO or Finance Director if any identified.

6. In the PAW it mentions a suspicious payroll account. Follow up to determine what the outcome of this account was.

Investigation Procedures:

1. Payroll trend and review of compensation

We performed a payroll trend for all staff (to include the CFO and Executive Director) for 2015 to 2019 at Payroll Trend (NOTE: Our plan indicates
this procedure would be completed from 2015 to "current" - this procedure was completed for 2015 to 2019 since this was prepared and
completed in Nov-Dec 2020 during planning, so did not include 2020 data). Although our audit plan only includes testing of 2018 to 2020, the
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Authority provided a Letter of Employment - CFO, Employment Compensation Offer Approvals and Employee Change Forms for former CFO, Diane
Moody for 2015 to 2020. We have compared this support to Diane's actual pay from the Vendor Trend at Payroll (see "Pay tied to support"

tab). We determined Diane Moody's pay was appropriate and supported. We found our estimated recalculations of Diane's pay for 2015 to 2020
overall exceeded the amount she was actually paid and did not identify any risks that she was overpaid. No concerns or exceptions noted.

For former Executive Director, Dave Robison, we requested employment contracts or other support for 2018 to 2020. We learned the Authority
was unable to locate Dave's personnel file but they were able to provide various emails directly from Board of Directors, Employee Change Forms,
Memos and ADP Pay forms to support amounts paid. We used this support and compared to Dave's actual pay from the Vendor Trend at
Payroll(see "Pay tied to support" tab). We determined Dave's pay for 2018 and 2019 was consistent with contract amounts with only minor
differences. In July 2020, Dave moved to part time. Our estimated recalculation based on the support received was higher than Dave's actual pay,
so we determined further testing was not necessary. We did note an overall lack of clear, official payroll documentation for Dave due to the
missing personnel file. While documentation was sufficient to conclude pay was appropriate, we do recommend the Authority ensure personnel
files, employment contracts and other payroll information is retained and safeguarded. We evaluated this level of reporting at LOR Summary and
documented our recommendation at Payroll Support.

2. Wage Garnishments

Interim Executive Director, Dave Timmons explained the former CFO had two wage garnishments during 2018. The first was from the State of
Oregon Department of Revenue for $37,000. However, the Authority never garnished her wages and never received another notice. The second
was discovered when staff found served papers for another garnishment from Audit Adjustment Company, a collection agency in Lynwood, WA,
this time going after the Authority for non- response to requests for $2,800. It is our understanding from speaking with Dave Timmons and emails
from Sonya Baumstein, the former CFO, who received the mail, took the paper work related to both garnishments and the Authority was not
aware of the garnishments at the time and did not pay either bill. The Authority was able to provide paperwork for the garnishment from the
State of Oregon Department of Revenue in the amount of $37,000. We searched the vendor trend at Vendor Trend and did not see the State of
Oregon or Oregon Department of Revenue as a vendor. We also reviewed the vendor trend and did not see payments to Audit Adjustment
Company. During our review of the bank statements, we looked for wire transfers to State of Oregon, Oregon Department of Revenue, and Audit
Adjustment Company and did not see any. We did not find any evidence the Authority paid the garnishments.

3. Leave Trend

Our fraud investigation plan indicates we would perform a trend of the former CFO and Executive Director's leave from "2015 to current."
However, we were unable to obtain leave data for 2015 and 2016 as the Authority has changed programs and processes a couple of times since
then, none of the current Finance staff worked for the Authority at that time so are unfamiliar with programs or processes at that time and they
were unable to locate any reports that clearly detailed the needed information. For this reason, we performed our trend for 2017 to 2020 (which
covers our audit period). See Payroll (Leave Trend tab) for details. We did not identify any concerns through review of the leave trend all
appeared to be using leave each year. Leave will be reviewed further below.








Fort Worden Public Development Authority

4. Vacation Leave

In April 2019 the Authority transitioned to a new Time Tracker module with Quickbooks. All data for April 2019 forward are from the PTO Ledger
report (by employee). These reports can be seen at Payroll on the pto_ledger tabs for each employee reviewed. These reports are detailed,
allowing us to see accruals, leave usage, adjustments and balances. 2017 and 2018 data came from historical pdf downloads from the prior
system that only indicated the number of hours of leave the employee was paid for during the pay period. We are unable to see leave accruals,
adjustments or balances on this report.

For this reason, we requested any support available, such as calendars, leave slips, emails detailing requests, etc. for Diane, Dave and Sonya for
2019 and 2020 as this is the period we have detailed reports available for testing. However, if this period reveals any indications of fraud, we will
make efforts to expand our testing to previous years as available support allows.

Based on discussions with staff, the Authority does not have a formal leave request system or process. Leave requests were often emailed but
sometimes discussed verbally. While leave might be reflected on calendars as most staff put their leave on their calendars, there is not a
guarantee all leave is reflected on calendars. Without a formal system or process for pre-approval of leave requests, the Authority provided us
outlook calendars and various emails regarding leave taken/approved for the prior CFO, Diane Moody, prior Executive Director, Dave Robison and
prior Finance Director, Sonya Baumstein. As detailed at Payroll, we compared outlook calendars and emails to the PTO ledgers to identify any
potential leave taken that was not recorded in the PTO ledger. During this review, we only made note of obvious indications of leave being taken.
For example we noted numerous indications on the Outlook calendars of them being "out of office." It is unclear if this meant on leave or simply,
away from their office, elsewhere on the Fort Worden campus or offsite for a meeting. For this reason, we did not include instances that simply
stated "out of office." We determined:

o Diane's outlook calendar and emails identified 64 hours of potential leave that do not appear on PTO reports.
o Dave's outlook calendar and emails identified 56 hours of potential leave that do not appear on the PTO reports.
o Sonya's PTO reports identified 56 more hours of leave then we identified during review of her outlook calendar and emails.

However, based on discussions with current staff and notations within Outlook Calendars and emails provided, we found staff would often flex
their time. Given the nature of the Authority's business, there are always staff present on campus (on the hospitality side) and events are typically
held on the weekend. It is not unusual for staff, even in administrative/finance roles, to work on the weekend during large events. In these
situations, days off would be taken during the week. It also appeared to be common practice to take a weekday off and "make it up" during the
weekend. However, support provided was not detailed or clear enough to determine when this was occurring or if time is being made up. Based
on discussion, staff tested only submitted leave through their timesheets, not hours worked since they were salaried. So while we noted
differences above, there is some possibility those days/hours were "made up" on another day.

Overall, we determined the Authority does not have adequate controls to ensure leave requests and usage are adequately monitored and
tracked. We evaluated the level of reporting at LOR Summary and documented our recommendation at Leave Usage.
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Additionally, during our review of the PTO ledgers for 2019 and 2020 for Dave, Diane and Sonya we noted leave adjustments totaling 349.58; see
Payroll. We met with Accounting Manager, Carolyn Zipeto via Microsoft Teams to review the adjustments. Many of the adjustments for all three of
them are noted as "[number] Hrs added by [individual] via manual entry for [date]" or "[number] Hrs added by [individual] via manual time card
entry tool for [date]." Per discussion any of these adjustments would be generated through an employee's online timecard. Carolyn explained that
any time leave is added, changed or removed from a timesheet - once it is saved - will show up as an adjustment to the employee's leave
balance. This includes any adjustments throughout the pay period not just those "submitted" at the end of the pay period. For instance, if leave is
entered and saved but it is realized two days later before submitting the time card that the leave was entered on the wrong day, the employee
would make the correction on the timecard which would show up on the PTO ledger as time being used, time being added back in and again
being used on the correct date. Throughout the explanation, Carolyn demonstrated in the system and gave us a walk through of the process and
various time codes and how easily a mistake could be made that would lead to an "adjustment" on the PTO ledger. Carolyn further explained that
anything entered in the time card would be approved by the employee's supervisor. So even if the employee had a number of corrections, the
supervisor is responsible for and should be verifying any leave taken is reflected on the timecard. For this reason, these types of adjustments
made via the time card do not present a significant fraud risk.

For each of the other manual adjustments (not completed via time cards), we verified with Carolyn each was entered by a supervisor or another
member of the Finance/HR department. Additionally, Carolyn explained staff do not have the ability to make manual adjustments to their own
leave balance. Based on support and discussion with Carolyn, we determined adjustments to the PTO ledger for Diane, Dave and Sonya for 2019
and 2020 appear reasonable. No fraud risks identified.

5. Cash outs

We inquired with Accounting Manager, Carolyn Zipeto and interim Executive Director, Dave Timmons regarding cash outs for former CFO Diane
Moody and former Executive Director David Robison. They both explained no cash outs had been paid since the audit and investigation was
pending. We also reviewed Payroll Summary reports for Diane Moody and David Robison for January 2019 - December 2020 and did not see any
cash outs. We reviewed final paystubs for both Diane Moody and David Robison and saw no cash outs paid. We also reviewed pto ledgers for
both David and Diane and saw no cash outs and that both have 120 hrs in their PTO ledger which is the most PTO allowed to accrue per policy.
No issues noted.

We also inquired with Accounting Manager, Carolyn Zipeto about cash outs for prior Finance Manager, Sonya Baumstein. Carolyn explained that
Sonya was given 260 hours of severance pay plus her balance of 96 hours of vacation for a total of 356 hours. These hours were paid out on the
regular payroll schedule at 86.67 hours per pay period until the hours were used. We reviewed the Other PTO Ledger for Sonya. We noted the
356 hours were added 10/01/2020 and the hours were fully used by 12/14/2020 and final pay in December 2020. No concerns noted.

6. Suspicious Payroll Account
As detailed at PAWFort_Worden_Public_Development_Authority F-20-277, during our PAW interview completed in August 2020, Interim Executive








Fort Worden Public Development Authority

Director, David Timmons noted a "suspicious" payroll account had been identified by him.

At a Microsoft Teams check in meeting held 08/23/2021 with Interim Executive Director, David Timmons, Accounting Manager, Carolyn Zipeto,
Accountant, Becky Wagner, new Accounting Manager, Randi Towner (to replace Carolyn), Audit Manager, Amy Stralka and Assistant Audit
Manager, Melinda Seibert we followed up and inquired further about the suspicious payroll account. David and Carolyn noted that since that time
(when the account was identified by David in 2020), Carolyn researched the account for David and found the payroll account was used for
employee reimbursements. One such reimbursement included in the account had been purchase of alcohol using a personal credit card for a
tasting event that was reimbursed to the employee. David's original concern stemmed from the label on this transaction which had simply noted
"alcohol." Carolyn completed a full review of the account and all transactions and noted no suspicious or inappropriate transactions. We will pass
on further review.

D.2.PRG - Concluding Procedures

Procedure Sfep: Reporting
Prepared By: MAS, 12/20/2021
Reviewed By: SRS, 12/22/2021

Purpose/Conclusion.’

Purpose/Conclusion:
To determine how to report the results of the investigation and prepare a draft report.

Record of Work Done.’

Auditor procedures:

1. AM, Amy Stralka and AAM, Melinda Seibert brainstormed with the Fraud Investigation Manager, Stephanie Sullivan on 10/25/2021
and determined to report our results we would issue a "reduced" investigation report.

The report has been drafted in ARL and documented at Reduced Fraud Report.
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2. We shared the approved draft investigation report with the audit manager and determined she would attend the exit conference
on 12/06/2021.

3. We attached the final approved investigation report to the TeamMate file. See Fraud Investigation Report.

D.2.PRG - Concluding Procedures

Procedure Step: Exit Conference
Prepared By: MAS, 12/10/2021
Reviewed By: SRS, 12/22/2021

Purpose/Conclusion.’

Purpose/Conclusion:
To communicate the results of our investigation with the client.

Record of Work Done.’

Exit Conference:

The following people attended the exit conference on 12/06/2021 via Microsoft Teams conference call:
. AAM, Melinda Seibert

AM, Amy Strzalka

Fraud Investigations Manager, Stephanie Sullivan

Executive Director, David Timmons

Accountant Becky Wagner

Assistant Bookkeeper, Randi Towner

Accountant, Carolyn Zipetto

We went over the results of the investigation. We did not discuss any topics in addition to the investigation.
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SAO
Master Redaction Code Listing

(Not All Codes Used For Every Request)

Code

Brief Explanatory Description

Statue/Rule/Case

Personal Information:

[1]

Bank Account Information - Credit card numbers, debit
card numbers, electronic check numbers, card expiration
dates, or bank or other financial account numbers, except
when disclosure is expressly required by or governed by
other law.

The redacted information is a bank account number.

42.56.230(5)

[2]

Social Security Number of persons who are not public
employees or public clients. The Privacy Act of 1974
evinces Congress’ intent that social security numbers are a
private concern.

The redacted information is a social security number.

5 U.S.C. sec. 552(a);
RCW 42.56.070(1); RCW
42.56.250(4)

[3]

Personal Information in any files maintained for students in
public schools, patients or clients of public institutions or public
health agencies, or welfare recipients;

The redacted information is a personal information.

RCW 42.56.230(1)

Employee Information:

[4]

Employee Social Security Number. The Privacy Act of
1974 evinces Congress’ intent that social security numbers
are a private concern.

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
emcFonees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social security numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted item is an employee social security number.

5U.S.C. sec. 552%a);
RCW 42.56.070(1

RCW 42.56.250(4)

[3]

Employee Residential Address

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in any mailing list of
eménloyees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social security numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential

42.56.250(4)
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telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee address.

[6]

Employee Personal Wireless Telephone Numbers

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social securit% numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee wireless telephone
number.

42.56.250(4)

[7]

Employee Birth Date

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social security numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee birth date.

42.56.250(4)

[8]

Employee Personal Email Address

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social securit% numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security

42.56.250(4)
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numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee email address.

[9]

Employee Driver License Number

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in any mailing list of
emcFonees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social security numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee driver license
number.

42.56.250(4), RCW
42.56.050,

[10]

Employee Dependent (children or spouse) Names

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social securit% numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is the name of a dependent child
or spouse of employee.

42.56.250(4)

[11]

Employee Dependent (children or spouse) Address
The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social securit% numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

42.56.250(4)
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The redacted information is an employee dependent
address.

Security:

[12]

Information regarding the infrastructure and security of
computer and telecommunications networks.

Information may include security passwords, security
access codes and programs, access codes for secure
software applications, security and service recovery plans,
security risk assessments, and security test results to the
extent that they identify specific system vulnerabilities, and
other such information the release of which may increase
risk to the confidentiality, integrity, or availability of agency
security, information technology infrastructure, or assets.

The redacted information contains security risk
assessments and test results.

RCW 42.56.420(1); RCW
42.56.420(4)

Applicant Information:

[13]

Employment Applicant’s Name - Applications for public
employment, including names of applicants, resumes and
other related materials submitted with respect to an applicant
are exempt from disclosure.

The redacted information is the applicant’'s name.

RCW 42.56.250(2) and
RCW 42.56.050.

[14]

Employment Applicant’s Telephone Number -
Applications for public employment, including names of
applicants, resumes and other related materials submitted
with respect to an applicant are exempt from disclosure.

The redacted information is the applicant’s personal
telephone number.

RCW 42.56.250(2) and
RCW 42.56.050.

[15]

Employment Applicant’s Date of Birth - Applications for
public employment, including names of applicants, resumes
and other related materials submitted with respect to an
applicant are exempt from disclosure.

The redacted information is the date of birth.

RCW 42.56.250(2) and
RCW 42.56.050.

PUD Records:

[16]

Public Utility & Transportation Exemptions

Residential addresses and phone numbers in public utility
records.

42.56.330(2)
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The information redacted is either a residential address or
phone number of a PUD client.

Student Information:

[17] Student Name

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s name.

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.

[18] Student ID/Identifier

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student ID number or other
number identifier.

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.

[19] Student Birth Date/Age

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:
No funds shall be made available under any applicable

program to any education agency or institution which has a
policy or practice of permitting the release of education

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.
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records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s birthdate or age.

[20]

Student Gender

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s gender.

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.

[21]

Student Grade

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s grade.

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.

[22]

Student Address

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.
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No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s home address.

Taxpayer Information:

[23]

Tax Information - RCW 82.32.330 Disclosure of return or
tax information, states in part:

(1)(c) “Tax Information” states in part, “nothing in this
chapter requires any person possessing data, material, or
documents made confidential and privileged by this section
to deleted information from such data, material, or
documents so as to permit its disclosure[.]”

(1)(e) “Taxpayer identity: means the taxpayer’'s name, . . .
or any other information disclosing the identity of the
taxpayer; (2) Returns and tax information are confidential
and privileged, and except as authorized by this section,
neither the department of revenue nor any other person
may disclose any return or tax information;

The redacted information is information that would identify
the taxpayer and is therefore exempt from disclosure.

RCW 82.32.330;
RCW 42.56.070(1)

[24]

Tax Information.

The redacted information is information that would identify
the taxpayer and is therefore exempt from disclosure.

The redacted information is either a UBI or TIN number.

RCW 51.16.070; RCW
42.56.230; RCW 42.56.250

Whistleblower |

nformation:

[25]

Whistleblower Information. RCW 42.40.040(2), states in
part:

Subiject to subsection (5)(c) of this section, the identity or
identifying characteristics of a whistleblower is confidential
at all times unless the whistleblower consents to disclosure
by written waiver or by acknowledging his or her identity in
a claim against the state for retaliation.

The redacted information contains the name, phone
number, address or email address, position and or state
agency name that would reveal the identity of the
whistleblower.

RCW 42.40.040(2);
RCW 42.56.070(1)
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[26]

Whistleblower Information. RCW 42.40.040(2), states in
part:

Subiject to subsection (5)(c) of this section, the identity or
identifying characteristics of a whistleblower is confidential
at all times unless the whistleblower consents to disclosure
by written waiver or by acknowledging his or her identity in
a claim against the state for retaliation.

The redacted information contains information that is
specific enough to reveal the identity of the whistleblower.

RCW 42.40.040(2);
RCW 42.56.070(1)

[27]

Witness Information. RCW 42.40.040(2), states in part:
In addition, the identity or identifying characteristics of any
person who in good faith provides information in an
investigation under this section is confidential at all times,
unless the person consents to disclosure by written waiver
or by acknowledging his or her identity as a withess who
provides information in an investigation.

The redacted information contains the name, phone
number, address or email address, position and or state
agency name that would reveal the identity of a witness.

RCW 42.40.040(2);
RCW 42.56.070(1)

[28]

Witness Information. RCW 42.40.040(2), states in part:
In addition, the identity or identifying characteristics of any
person who in good faith provides information in an
investigation under this section is confidential at all times,
unless the person consents to disclosure by written waiver
or by acknowledging his or her identity as a withess who
provides information in an investigation.

The redacted information contains information that is
specific enough to reveal the identity of the witness.

RCW 42.40.040(2);
RCW 42.56.070(1)

Attorney/Client:

[29]

Attorney Client Privilege.

Communication from attorney to client for the purpose of
providing legal advice. Alternatively, communications from
client to attorney for the purpose of obtaining legal advice.

The redacted information is legal advice.

RCW 42.56.070(1); RCW
5.60.060(2)(a)

Miscellaneous:

[30]

Employment and licensing.

(4) The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in any mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal

wireless telephone numbers, personal email addresses,

RCW 42.56.250(4)
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social security numbers, driver's license numbers,
identicard numbers, and emergency contact information of
employees or volunteers of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal email addresses, social security numbers, and
emergency contact information of dependents of
employees or volunteers of a public agency.

The redacted information contains identifying information
such as identicard numbers.

[31]

Vehicle Registration Information.

Each agency, in accordance with published rules, shall
make available for public inspection and copying all public
records, unless the record falls within the specific
exemptions of subsection (8) of this section, this chapter, or
other statute which exempts or prohibits disclosure of
specific information or records. To the extent required to
prevent an unreasonable invasion of personal privacy
interests protected by this chapter, an agency shall delete
identifying details in a manner consistent with this chapter
when it makes available or publishes any public record;
however, in each case, the justification for the deletion shall
be explained fully in writing.

The redacted information contains all information listed on
a vehicle registration.

18 U.S.C. §§2721,272(3);
RCW 42.56.070(1)

[32]

Vessel Information.
Disclosure of names and addresses of individual vehicle

and vessel owners.

The redacted information contains all information listed on
a vessel registration.

RCW 42.12.635

[33]

Investigative, law enforcement, and crime victims.
Information revealing the identity of persons who are
witnesses to or victims of crime or who file complaints with
investigative, law enforcement, or penology agencies, other
than the commission, if disclosure would endanger any
person's life, physical safety, or property.

The redacted information contains any information
revealing the persons involved.

RCW 42.56.240(2)
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[34]

Agency party to controversy.

Records that are relevant to a controversy to which an
agency is a party but which records would not be available
to another party under the rules of pretrial discovery for
causes pending in the superior courts are exempt from
disclosure under this chapter.

The communications involve an active lawsuit and are
communications from the Attorney General’s Office.

RCW 42.56.290

[35]

Invasion of Privacy.

A person's "right to privacy," "right of privacy," "privacy," or
"personal privacy," as these terms are used in this chapter,
is invaded or violated only if disclosure of information about
the person: (1) Would be highly offensive to a reasonable
person, and (2) is not of legitimate concern to the public.
The provisions of this chapter dealing with the right to
privacy in certain public records do not create any right of
privacy beyond those rights that are specified in this
chapter as express exemptions from the public's right to
inspect, examine, or copy public records.

The redacted information would be an invasion of privacy.

RCW 42.56.050

DSHS Client Records

[36]

Client Name.

In addition, a DSHS Client file contains information
protected by Health Insurance Portability and Accountability
Act of 1996 (HIPAA) which must be de-identified pursuant
to 45 CFR 164.514(b)(2)(i)(A).

The redacted information is a DSHS client name.

RCW 42.56.230(1), RCW
74.04.060(1), RCW
42.56.070(1), and 42
U.S.C. 1320d - d-9.

[37]

Client Phone Number.
In addition, a client file contains information protected by

HIPAA which must be de-identified pursuant to 45 CFR
164.514(b)(2)(i)(G).

The redacted information is a DSHS client Phone #.

RCW 74.04.060(1), RCW
42.56.070(1), RCW
42.56.230(1); and 42
U.S.C. 1320d - d-9.

[38]

Client Address.

RCW 74.04.060(1), RCW
42.56.070(1), RCW
42.56.230(1); and 42
U.S.C. 1320d - d-9.
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In addition, a client file contains information protected by
HIPAA which must be de-identified pursuant to 45 CFR
164.514(b)(2)(i)(G).

The redacted information is a DSHS client Address.

[39] Client Social Security Number. 42 USC §
405(c)(2)(C)(viii)(I); RCW
Social security account numbers and related records (tax 42.56.070(1)
ID numbers) that are obtained or maintained by authorized
persons under law are confidential and no authorized
person shall disclose any social security account number or
related record (tax ID numbers)
The redacted information is a client Social Security number.
[40] Client Date of Birth. RCW 74.04.060(1),
RCW 42.56.070(1),
In addition, a client file contains information protected by RCW 42.56.230(1); and
HIPAA which must be de-identified pursuant to 45 CFR o
164.514(b)(2)(i)(G). 42 U.S.C. 1320d - d-9.
The redacted information is a client DOB.
[41] Client ID #. RCW 74.04.060(1),
RCW 42.56.070(1),
In addition, a client file contains information protected by RCW 42.56.230(1); and
HIPAA which must be de-identified pursuant to 45 CFR 49 13204 - d-
164.514(b)(2)(i)(G). U.S.C. 1320d - d-9.
The redacted information is a client ID #
Contracting:
[42] Competitive bidding—Written protests—Notice of RCW 39.04.105

contract execution.

(1) Within two business days of the bid opening on a public works project that is
the subject of competitive bids, the municipality must provide, if requested by a
bidder, copies of the bids the municipality received for the project. The
municipality shall then allow at least two full business days after providing bidders
with copies of all bids before executing a contract for the project. Intermediate
Saturdays, Sundays, and legal holidays are not counted.

(2) When a municipality receives a written protest from a bidder for a public works
project that is the subject of competitive bids, the municipality must not execute a
contract for the project with anyone other than the protesting bidder without first
providing at least two full business days' written notice of the municipality's intent
to execute a contract for the project; provided that the protesting bidder submits
notice in writing of its protest no later than:

(a) Two full business days following bid opening, if no bidder requested
copies of the bids received for the project under subsection (1) of this section; or
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(b) Two full business days following when the municipality provided
copies of the bids to those bidders requesting bids under subsection (1) of this
section. Intermediate Saturdays, Sundays, and legal holidays are not counted.

The redacted information is vendor proprietary information.

[43]

Financial, Commercial and Proprietary Information.

The redacted information is vendor proprietary information.

RCW 42.56.270(11)(a)
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