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EXHIBITS 

CASE: O'Keefe vs. DMV 
13 	2: March 25, 2014 	LOCATION: Nevada State Library and Archives, Boardroom, Carson City 

CATASTROPHIC LEAVE HEARING EMC HEARING 	HEARING BEFORE HEARING OFFICER. 

_ 
-.....\, 

EMPLOYEE. (CIRCLE ONE) I 	 EMPLOYER 

EXHIBIT #1 LETTER DESCRIPTION OF EXHIBIT MARKED ADMITTED DENS 
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rfi trn - 1 	p 2, 	1  

DEPARTMENT OF PERSONNEL 
EMPLOYEE APPRAISAL & DEVELOPMENT 

' -11a6zog=.=6. 
P 	motel Use 04. 

.. 

REPORT 	_ 
1. EMPlOyee Name: Last 0*Keent 	 First Cara 	 Initial 	L.. 

2. Class Title: Revenue Officer 11 3. Employee ID.: 	25693 

4. Dopt1DiviSectIOnt 	DMV/Mator Carrier Division/Revenue Unit 8. Dada Evaluation Due: 12111/10 
B. Agency 0 la Obta) MO Home Org Opt anrisc 4717 Position COMMIS: man 7. Data Neat Evaluation Due: nil I/11 
i.FrobatIonarsafrIal Pe 	Oiled NO: 

0 Other 

ON 	elfilliffli Mork Dm): 
8 month Probation/Trial: 

12 month Probation/Trial: 
24  month 	56  month 0 Othw 
3'd  month 	Td'month • I l e  month  *I* Annual 	0 Other 

. Work Performance Standards: 	we an accurate reflection of the position 0 will be revised to reflect changes 

10. Overall Rating from Page 2, Number 14 (check one)! D Does Not Meet Standards 	0 Meets Standards 

If a rating of -Does Not Meet Standards" is given, tootherevaluation must 
adjusurtents in salary based on merit (NAC 284.194) and longevity pay (74AC 

Rater's Signature & Title: 

Standards 

within 90 days The rating may affect 

Date: 	01121/11 	(mmIddliy) 

I:21 Exceeds 

be completed 
284270). 

11. Additional Supervisory 	 (0171kausi): 	0 Agree 	El Disagree (Cornmeal Required/ 

Signature and Title: 	 Dab: 	 ocmidd/s,7 
12. Employee Comments: MC 284.470 requires thatyou complete this section and shim the report on perfirotance within 10 working do g alit ricosion with your supervisor. !fp* *avec with the report and request a review. you mast spec& the points of 
tlisaRreentent.1 	Agree 0 Disagree 0 Request Review • 

, 

Employee Signature: tant,s, j 	 Date: 	. 9.% 
Review 	 DI 	tronernint Hiqufra) 93. Appointing Authority 

_ 
- 

,._. 

1--.- 

Appointing Authority SILV.pe & 	i o 	ii 	I 
Date: i /7.../ 	in 	(mmideb)et 

* Nole - Reviewing Officer usWforrn NPD-15R to respond to employee's vaguest for review as °Wined In NAC 
284.470 	 3 2011 

• of/ 
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Employee  Evaluation  & Developnent  Report —Page 2 
ee Name: 

t  Employee ID #: 25693 

—4 

14, Job Monsen% (Transfer from Employee Work Performance Standards form 
and provide a numerical rating of I = DMS: 2 = MS: or 3 u ES for each job 
'element in column (A)- ....... 

(A) 
Rating Weighted 

Value 
Weilltited 

Rating 

iJo) Element 01: Proems Delinquent Accounts 
I sing the deseription below. Revenue Mars are responsible for the permeating of 
Welinquam Slane Carrier accounts to determine the applicable fees, taxes, pens IIks. 
groerest. and/or administradve Ilnes due by the licensee. 

Itescriygion of Delinnueng Accistmt PremosIng 

3.00 40% 1.20 

; 	I 	Promising Delinquent Licensing Documents 
1 	2 	Processing Delinquent Tat Raiment 
I 	3 	Preparing Notfficalon Loan 
' 	 4. 	Coraptiante Violations sod Delinquent Account Lisb 

Referrals 
It 	Clearing Account Stops 
T 	Administrative and Slum Cause 

Delinquent accounts are to be processed using the established guidelines and procedures. Sgt 
Officer Deskyrocedurcs for specific details on catgut IffILatnuc 

During the prubstionary period. steady progression must be noted as follows. 

By the end of the 3"  morUh. the Revenue Officer must be able to post delinquent licensing 
documents and tax raume prepare 1 °  and 2"  instance Inners. deposit funds. and  °VAT  "Gm"  stops, with general assistance. 

By the end of the 1"  month. the Revenue Officer must also be able to prepare 3 "  - 4 1  instance 
letters, with general assistance. 

Igy the end of the 11 	month. the Revenue Officer mutt be able to perform all aspects of 
• eli 	sent account 	teem:sin with 	nand assistance. 

• • Element #2: 	Collection/Referral - Delinquent Accounts 

Using the description below. Revenue Officers Cr, 'responsible for the collection and 
referral of delinquent Motor Carrier accounts. 

, — 	L. , 	1 	, 1,.._. 	, 0 	t 1 	,.. 	 / I 	 i 	 • 	 l 	 , 

I. 	Stipulated Payment Agreements 
2. Bad Debt Collections 
3. Lienaffide Stops/Bond Clain* 
4. Bankruptcy Proof of Cbints 
F. 	Referral to Collection Agility (ntlinos* One) 
6. 	Llen Release 
7 	Adntinistrathe and Show Caine IllearIngs 

The collection and referent process for delinquenfaccounts we to be followed using the 
established guidelines and Pluerdures. WROSigaDEREDOILEMBIOLfstURnOng 
detalls_on each task. 

3.00 

' 

20% 6Q 

During the probationary period, steady progression must be poled. 

the end of the 3 "  month. she Revenue Officer should be able reprocess abed debt payment. 
file a lien or title stop, and enter into a stipulated payment agreement, with general assistance 

,B1 

 

the end of the 7"  month. the Revenue Officer must he able to file a prnafof claim, refer an 
Kamm,  to the .mllentiun agency I Alliance One', and assist with Administrative and Show Cause 
!Marino. with general assistance. 

1 
1 
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(8) 
Weighted 

Value 

(C) 
Weighted 

Rating 

(A) 
Rating 

3.00 
	

108t 	.30 

2.00 
	

5% 
	

10 

.15 

I 
1 

1 

1 

1 
1 
1 j 

Employee Evaluation &  Development Report  —Page 3  
Emplwee Nametilast)— 	I O'Keefe 	 • I (First) 1  Cara  t 	 --- (1. ----tial) L.  

... 
Employee ID #: 26893  	 ..._ 	 --___ 

114. Job Elem.—Ma (Transfer frt- rni.  P.Inployec Work Performance Standards form 

1  .1• nd pro 	n s ide numerical rating of I o' 1 )MS: 2 - MS; or 3 0 ES for each jo 
elmrlent in column (Ai.  
By the end of the 11 th  month. the Revenue Officer must bc able to perform all aspects 
ir collection Ind referral processing with general assistance. 

Fur job elements NI and N2: Any uncorrected errors that carry over to the reports 
used to prepare the month D Oats are deemed and error against the Revenue °Meer 

nsible For the transaction. 	 
Element 11 els 	3: Statistical Reports and Corresponding Logs 

Res enuc Man arc required to prepare. review. verify. and evaluate all statistical —documents 
fur accurat} and completeness. 

Information is gathered ID extracting data from a variety of mimeos. such as paradox database 
tiles. letter and check logs. spreadsheets. system reports. nod other similar documents 

Records used to prepare statistical reports must support the findings subrnined Supporting 
:documents must he snack(' to report 

I Mess otherwise notified. Revenue officers must reconcile their check tog each week by 3:00 
!Polon V. ednesdas to BRUN the timely completion of the weekly state. rhe linst weekly 
reeoncittation (needed mu complete the monthly slats) must be completed by noon, on the rust 

!business day %tribe month 

'An) uncorrected errors that carry over In the reports used to prepare the monthly sues are 
deemed an error against the Revenue Officer responsible for the transaction. 

1 'inns otherwise notified. weekly statistics are due by 10:01) am on Thursday. Monthly 
statistics are due hs noon on time second business day after the close of the month. unless 
otherwise ad sised. 

Job Element 04: Training 
▪ s directed by the R evenue Supervisor. ensure hi-weekly goals established for training meal the 
TsquIremenb orthe WPS 
B When applicable. ensure review periods with the Revenue Supervisor are held on a tii-
mtvi.4 bola to determine e ffectiveness of training. IE-. If %mist training has been held of 1$ 
:Wing requested during the period. 
it Compkte Division Evaloation Form and discuss with miirwr and Revenue Supervisor If 
(additional training is necessary. 
p. Pros ide training to the newer Ramos ()Ricers as requested. 

i he Revenue Supervisor will meet with the trainer at least once per month, as applicable; to 
discuss nw training of any new or probationary employees and ensure the Divisional goals are 
ham met. The new employee must ensure training coincides with WPS requirements when 

Itimelines for completing specific assignments are noted in the WPS. The new employee Mould 
discuss any applicable training that is lacking or coneems regarding training with their 
Supervisor. as soon as concerns arise. 
!Job Element #5: Other Duties as Assigned 

A. Special projects as assigned by the Revenue Supervisor. 
B. Assisi other sections Of the Motor Carrier Division as requested. 
C Preparation and submission of OARS. timealosets, phone logs, loner review°, and 

other unarm: Administrative tasks assigned- 

Emus ore counted if letter went emit with uncorrected aeon and is not discovered until after tho9ntIv the carries 

res 

11!•32 149 
- loar, 	 ' 111hteitiVi'Ele2M -Mr■-,  
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Ent o ee Evaluation & Development Report — Pa e 4 
O'Keefe 

14. Job Elements (Transfer from Employee Work Performance Standards f 
and provide a numerical rating of 1 .m. DMS; 2 	MS: or 3 ... ES for each jo • 
element in column (A). _ 

(A) 
Rating 

(E) 
g4valeighuteeg  

(G) 

Weighted  Rating 

Job Element BM Related Patton 
Wor11..._thdlustment. ArAplabllin.anriconmstiont  Demonstrates abilhy to wept wait 
assignments and adapt to naege in routine or other process. Demonstrates ability to willingly 
accept authority, instruction and constructive criticism. Maintain harmonious work relationship 
and self-control and is nal unduly influenced by co-workers opinions or anitudes. 

ischamentt  
Demonstrates ability to consider all fans leading to a logical conclusion. Does not make rash 
editions leading to negative Consequences. 

3nithrliget 

3.00 20% 40 

Demonstrates willingness to take on added responsibility and originates or develnps new and 
better ways or doing things. 

rytteq,dance•
'  Faith fulnessin coming to work oa4ime and cnufbrming to established attendance guidelines 

Calkins must be made to a Supervisor at least IS minutes prior to the man of your scheduled 
shift 

Rehitual use of sick Move in conjunction with scheduled days off androt holidays, abuse or 
rircakirunch privileges, tardiness, and excessive distractions such as personal telephone calls and 
conversation.; outside MbreaMunch periods are not acceptable. See k1CD 02.01 for attendance 
guidelines. 

Job Elemental: Work Place Safety 
&more adherenoe to established Department safety guidelines. 

NO Rated WA 	WA 

0:oran Rating (Scats: 'I to I.60 = VMS; 151 to 2.50 P MS; 2.31 to 3 o ES) 
14 Vail Mg teed ganotanit" eating *ay greet aignsintenta based an  merit MAC 284 Wand 
iiiigrein pay A',4C 284 2701 .4nother evoked:in antn be completed wIthbo PO daff(JVITS 281.3401. 

2.84 	Ob. 111111 215 

42111111 
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En_vIgyee Evaluation  & Development Re oft — Pa e 5 
Employee Name: (Last) O'Keefe 	-11Fir—irl Cara 	 _ 
gmployee ID it 25693  

....._. 
14. Job Elements (Transfer from Employee Work Performance Standards forn 

nd provide a numerical rating of I w DMS; 2 e MS: or 3 ." F.S for each jot 
element in column 	( A). 
15. Rater's ComMents: 1.4 "does mit wed standardt" swung Mr Onildh eleMr." NO MCMdr  a derwledaP118881""fikraikienties 1  

oh Element of • You earned an 'Exceeds Standards" In Processing Delinquent Accounts. 
Since your last appraisal review you completed a total of 1.463 letters loran overall average or 121.92 Imo Per moth. Th is rnPres8n  
40. or she entire unit's letter production. During this appraisal rend you processed the tusk's deposits at Iasi 21.34% of the time — 

were the unies assigned primary phone responder 28.34% of the time. In the last 12 months you assessed 503 Administrative Fines 
207.500. Of those assessed in the last 12 months you collected 396(79% units) and 5156.3111 (76% amount). However. You collected 8  

total of 482 Administrative fines for 11119.56219 in the p en 12 months. some of which were assessed in a prior period. You condnue I' 
follow policy and procedure and use all collection Ptah 06 available in you including tiling liens, revoking rcglitralion credentials an  
topping titles. 

llob Element #2. You earned an 'Exceeds Standards" in Collection/Referral- Delinquent Accounts. 

lir>uring this review period you've processed twenty one CI) leSPBad Debt collection transactions. You prepared files for and submit 
&teals on fifteen 115) Administrative Hearings. You've scheduled forty seven (47) Show Cause Hearings and filed fifty eight (58) Lien 

and placed numerous ride Stops. You consistently follow on your accounts and once you have exhausted all eollection eftbrts affo ' 
khe lApartromu then you refer the accounts to the collection agency pursuant to our policy and procedures. You are empathefie to 
!Cameo's experiencing financial difficulties yet are gmt with collecting she State's receivables. Your Payment Plans are Orman ' 

muent to Di vlsioo Policy and Procedure and you maintem consistent follow-up 011 your payment plans You proceed to late ma 
:ollectinn efforts and revocation of operating credentials when necessary and in accordance to policy and procedure. 

b Element 1.3 - You earned an "Etrassels Standards" In Statistical Reports and Corresponding Legs. 
You performed the weekly reconciliation *roe team's individual statistical lop tbr most of this review period and have now trained an 

'ditional Revenue Officer to do this weddy task. This greatly reduces the time the supervisor must spend on the month end stataticsi 
aeon 

lob Element 114 You earned a "Meets Standards" In Training. 
You are willing to learn new tasks and attend training when offered. You offer to assist other Revenue Officers and Division staff wh 
- hey need help learning new assignments and tasks. 

ob Element 05 - You canted an "Emends Standards" In Other Dona as Assigned. 
You have prepared the Supervisors weeidy statistical report on several occasions doing this review period while she was on vacation. 
You are aware of the Division's critical deadlines such as 1FTA Fuel Tax reporting deadlines and have  posted Ian  reit"' to th Fuel User Team you  are self motivated in helping out other Warns and individuals within your own team. You assisted the Reven 
Unit's Administrative Assistant during this past review period in prepping hundreds of files list an imaging project. You did this proj 
while keeping up on your own assigned accounts and while the Revenue Unit was short an employee for five of the twelve months durin 
his review period Thank you for your willingness to assist others to work towards a common goat. 

oh Element #6 • You earned an "Eseeeds Standards" in Relined Factors: Wort Aefiussaienc Judgmeni leDiadvs. and Aitendoner. 
You accept new challenges, new assignments and are eager to learn more about the other Teams in the Division. You are able to focus on 
your work even when our wore environment has been changed a lot this past year as demonstrated by the high volume of work 
consistently produce. You use good judgment when working with the debtors and take time to review upcoming deadlines with 
customers in an effort to help them avoid additional fines, penalties and interest. We appreciate the time you spend helping the custom 
during 8 time  when leaRY of them am experiencing financial difficulties. You try to work out payment arrangements with the debtor th 
will help them refire their debt and get their smarm back in an active status. Your attendance is compliant with Policies and Procedures. 

Job Element a7 - Wort Place Safety: Thisjob element is not rated. There are no compliance Issues. 

AA000006 



(3) 
Weighted 

Value 

(C) 
Weighted 

Rating 

Employee Evaluation & Development  Report — Page 6 
Employee Name: (Last) I O'Keefe 
Employee ID IP 25693 

(Initial) 

14, Job Elements (Transfer from Employee Work Performance Standards fora 	(A) 
and provide a numerical rating of 1 DMS: 2 = MS: or 3 = ES for ertelt job Rating 
identattl in column (A). 
IL Development Plan & Suggestions: Me seprerisor addratsez how the employee can enhance performance and athleve standards. 
un,hrote, rrermumwdoima fre /lather development and Seething Ma seettan should he &trussed web Me employee' 

In your last Employee Appraisal we listed working on aged receivables including referring them to the collection agency if all lute stage 
collection efforts are exhausted as a goal for die review period. During this past year you have assisted In the clean up of hundreds of aged 
receivables. mostly referred front the Audit Unit lithe Pas year. The accounts were either collected or referred to the collection agency 
once all late stage collection efforts were performed including filing liens and this stops. 

During this next review period I would encourage you to job shadow with the Motor Carrier Audit Unit. Knowledge of the audit precess 
may be helpful to you as you plan your personal career goals. 

You were the chairman of the Division's "IvieFlale .  committee during this past review period. Thank you for volunteering for this and we 
pprcciate all your Wens to organize all the events that the committee did this past year. Your efforts as the committee chairman in 

's to realm working In 	fun end Involving 	staff earn spirit activities are sppreciated 

Distribution: Original to Nevada Department of Personnel; Copy to Agency; Copy to Employee NPD- 15 Rev.13/091 

1 
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(oorentfor 

STATE or NEVADA 
DEPARTMENT OF ADMINISTRATION 
DiviNion Ilunum RMilitree. Management 

.igency FIR Services 
1041 N. Mrs% nil 	Nidie DO 	:from elf! Nnatia 449701 

Mow: (174)68 	 .,,%.;0,‘ his: (71 1 NMI I FA 

MEMORANDUM 

J111 NInlifroLastip 
nireetor 

I et• iitt Lasifili 
filminivtotor 

Revised 08/19/13 

August 12,2913 
	

4.1■■ 

TO: 
	

Alys Dohel, Personnel Meer 3 

FROM: 
	

Chrissy Miller, Personnel Analyst 
Division tit Human Rest lure,: Management-11K Services 

SUBJECT: Restoration of Cora O'Keefe 

Cara O'Keefe is being restored to her former position with the Department of Motor 
Vehicles. This constitutes notice pursuant to NAC 284.462 subsection 3, requiring the 
appointing authority which is effecting the restoration to give written notice to the agency 
rrom which the employee was promoted. 

Cara O'Keefe will remain with the 138:.1 Insurance Division until 09/13113. Cum O'Keefe 
will he. instructed to report In the Department or Motor Vehicles on Monday. September 

2913. 

Please contact me at (775)684 -0249 if you have any questions or concerns. 

Cc. 	Agency FIR Services Agency File 
Division Of Hamm Resources Official Service:Jacket 
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hi j3d hmtrImdl 
Gdrei lid,  

S . IAT1:. 01: NEN'ADA 
MITA RTIVII ENT OF ADM INI ST ItAT ION 
Division (if Human IIesonrce Management 

Agency IIR Services 
Hill N. Not% tir1 Sim% Wu. 2311 ( a rstul ( 0. Non oda 897111 

)'hilnin (Mai-111511 1 Wtp; 	i 1 	I )i,;(775)tort..lim 

Jeff lobienkimp 
Direilor 

I Ce•AUll 
Ithniuktrunor 

Revised 

August 19, 2013 

Cara O'Keefe 
B&I Insurance Division 

Dear Ms O'Keefe 

This letter shall serve as notification that you have not attained permanent status 
as Management Analyst 2 with the Department of Business and Industry- 
Insurance. In accordance with the Nevada Administrative Code 284.462, you will 
be restored to your former position with the Department of Motor Vehicles. 

They have been notified of the need to restore you to your former position as a 
Revenue Officer 2, effective on September 16. 2013. Please report to your 
supervisor Karen Stoll on this date, at 8:00 am. 

Please contact Agency HR Services at 776-684-0201 if you have any questions 
regarding the process. 

Sincerely, 

' 

• 
	L.. k • 

Chrissy Miller, Personnel Analyst 
Agency HR Services 

cc: 	Department of Business & Industries-Insurance Division 
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Detect 08/2008 to 12/2008 
Employer: Departmentof Administrative Services 
Job Me: Accounting Assistant II 	 Location: Carson City 

Supervisor Sandia Briggs 	 Sissy Title: 
tire per Iffik: 40.0 	 Monthly Sal: 13.83 
Reason for Took promotion at the DMV 

Leaving: 
Number a 

Major Duties: 

1 

Supv Phone: 7784840284 

.........=•■•• 
4 

Analysis, research and input of multiple state departments of employee hours, travel 
Youcheraugg)eit ‘ , .c., ... , arr-ave sick leave and leave without oev. 

50 

dry with multiple state departments in providing technical assistance with 
SEMILELO 

■■■■■■••.......1 

State of Nevada Applicant Profile 

Contact information 
Namr. CAM L O'KEEFE 

Address: 1775 MYLES WAY 
" CARSON MY, NV 89701 

USA 
Home Phone: 7758832134 
Other Phone; 7752974808 
Work Phone: (7703844800 

Email: wcbokeefe5eginall.cam 
Contact Method: Home Phone 

Job Mkt: REVENUE OFFICER 2 
Department: Motor Vehicles 

Division: Motor Carder 

Other Information 
Veteran or widow of veteran: No 
Disabled veteran; No 
Member of Sheriffs Search and Rescue or Rescue Unit of CM, Air Patrol: No 
Convicted of a misdemeanor, gross misdemeanor or felony. No 
Convicted of a moving traffic violation within the last 5 years: No 

Employment tilatery 

• 

z40t1  11 Ai ,- 
9,4  

1 

1 

Dates: 12/2008 to Current 
Employer: Department of Motor Vehicles 
Job Title: Revenue Officer S 	 Location: Carson City 

Supervisor: Karen Stoll 	 Sup/ Title: 
lira per Wk: 40.0 	 Monthly Sal: 18.11 
Reason for GNI there 

Leaving: 
Number a 

Major Duties: Description 14 
I 	d 	veto !I.: 	• 	..,..1._,. 	i.. 	. • 	. .. 	. 	— 	. ures & 	• 20 

bill V 	J, ' rove 1 ue •,.... - ...,..•-•,1 20 
11111MI 
WIN 
MN 

• non.— ur,...1 an , ... and • • lectioaend evaluation of potenUal 	• .. 	on revenue 
wee , 	and ii.• .1E,, Mali . ' : and informational 	1 a 
research 5 • r .• 	f 	1.- ' ' t ttl te r= ...ALI -.J. • a • • • • 	action I 	MMUS b 1 	• 

01>" 
Supv Phone: 775484-4617 

1 
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Major Curiae 

Supv Phone: 775-887-1800 

• 
Dates: 01/20013 to 08/2008 

..roployer: Deparbnent of Taxation 
Job Title: Accounting Assistant 11 	 Location: Carson City 

8upen4ser: Charlene Pongesi 	 Supv Tele; Accouting Assistant IV 
Hrs per Wit: 40.0 	 Monthly Sal: 13.83 
Ressod for Took a lateral because there were more opportunles for advancement Leaving: 
Number and ales of 	M._,menrised; 

Major Duties:Iktig 

Supv Phone; 775-884-2087 

 
 

 

•Atevze income tax data 

 
 

 

 
 

 

 

 

 
 

 

1 
Dates: 08/2005 to 0112008 

Employer Kohn Colodny 
Job Title: Administrative Assistant 	 Location: Carson City 

SuPervisor. Brian Colodny 	 Supv Title: CPA, owner 
Mrs per Wk: 40.0 	 Monthly Sal: 14.00 
Reason for Accepted job with the State for better benefits 

Leaving: 
Number end Titles of People Supervised: 1 title 

Sin nanrs1a sitriarviotarl -- 
Doscrtation  

50 boonftegnaluuebmt weeidy.pavons  tog.  Recounts oeveldtraoorle  
50  

Supv Phone; 7754854138 

Dates: 0112005 to 0812005 
Employer: We The People 
Job Title: Administrative Assistant 

Supervisor 'Thomas Young 
Hrs per Wk: 
Reason for Needed a fuk-time job 

Leaving: 
Number and Titles of People Supervised: 1 title 

No one to supervise 
Major DutiemiDesortotion  Desert • V • 	 % 

bill • C1611.1 &al iliyi i ' & nonravment anah,iIs 	 WM 
bilk . revenue cots . s   1111E111111 
F -  ,:.1,— MI 1 •related rneetki!e with upper  1 -- , • smart end owners 	 as 

• . ucted research & analysis is of b • • , •1  • Issues 	 I 	25 

Dates: 1011998 to 09/2004 
Employer: Wmens Fumkure 
Job Tille: Operations Director 	 Locadon: Carson City 

Supervisor: Andrew Winans 	 Supv Title; Owner 
Hrs per Wk 40.0 	 Monthly Sal: 18.00 
Reason for Company went out of business 

Leaving: 
Number and Titles of People Supervised: Operations Director, supenised epprox 45 employees 

Customer Service Manager, supervised approx 5 employees 
Front Office Manaaer. adoenAsed 4 employees  

,..,.-_,, dsgwtment budriet for warehouse & _, ,.i.,.= • 1 ls • n. 	 11111M 
A •.,..A•ve i decline • rchase orders f• inve ,...,) 	 20 
Compile monthly Mak' stics & performance Indicators & create weekly, monthly g yearly 	20 
,s ports to the owners 
,•-• IkWith maaersand ogertinstoc 4jnys jgv NMI 

create special   stati - ical sport, as .1 - ., .a.. by = . era 	 = 

158 

AA00001 3 

Supv Phone: WA 



-OSSariatIOn 
i 	• . 	* 	• MirdeilatiVe 	aS 	I.,.... I 	• 	• ' ' ' , 	 •.•...-t- ' • I 50 
• qi..ed IL. 	.,•,-.11e, 	• 	ii, ou 	t and .rob soMno solutions 25 

provide direct assistance alopecia! Drolects and tenons . 

1 	Major Duties: 

• 	• 

1 
Dates: 08/199710 10/1998 

Enndoyer; Computer Corps 
Job Title: Office Manner 	 Location: Carson City 

Supervben Judy Feaster 	 Supv Title: Owner 
Hrs per Wk: 40.0 	 Monthly Sal: 10.00 
Resod for Company went from a for-profit to a non-proflt business, needed ti paying  Job 

Leaving: 
Number and Titles of People Supervised: 1 Title 

• 	 • 

Supv Phone: 775-893-2323 

Major Duties: Description 
WM . I-, 	looL,- o 

25 
• •Trfilintrarmi441  i — 	a d•i At _a ev. 111  il4fill  

i•JI 	• 	- ...nt 	—II 	. 	..01. 	I i S.,Ill , 	 ' 	 ..k. 1111,11 

Dates: 0511994 to 08/1997 
Employer; Southwest Air Conditioning 
Job Title: Human Resources Director 	Location: Las Vegas 

Supervisor: Andrea Trinidad 	 Supv Title; Office Manager 
Hrs per Wit; 40.0 	 Monthly Soh 10.00 
Reason for Moved to Carson City 

Leaving: 
Number and Tines of People Supervised: 1 Title 

Supv Phone: 702-878-5444 

Education 

High School Diplorra or Equivalent Completed: High School Diploma 
College, University, or Professional School; 

Dates: 0911990 to 0611991 
Institution: Oxnard College 	 Location: 	Oxnard, California 

	

Degree: Other 	 Date issued: 

	

Major: Law 	 Minor: 
Notes: Did not complete college because I got married & moved out of town. 

Licenses 
Current Driver's License: Yes 

AA000014 



Skills 
Administrative Copy Machine 

& Clerical Skills: CuftmerSendoe 
Data Entry 
Dictation 
Fax Machine 
Making Presentations to Larne Groups 
Multi-tine Telephone 
Personal Computer 
Preparing Legal Documents 
Printer 
Proofreading 
Public Contact and Assistance 
Scanner 
Ten Key by Touch 
Thing at 61 to 75 VVPM 

Computer Adobe Photoshop 
Skiffs: DAWN-Data Warehouse of Nevada Financial System 

HR Data Warehouse 
l*,0 Desk 
IFS-HR Advantage 
Lotus 1-24 
Lotus Notes 
Macintosh 
Microsoft Access 
Microsoft Excel 
Microsoft Front Page 
Microsoft Office Sae 
Microsoft Outlook 
Microsoft Power Point 
Microsoft Publisher 
Microsoft Word 
Nevada Employee Action and Timekeeping System (NEATS) Paradox 
Ouattro Pro 
OulckBooks 
Spreadsheet Software -Advanced 
Spreadsheet Software - Beginner 
Spreadsheet Saws*. Intermediate 
Windows Operating Systems 
Word Processing Wware -Advanced 
Word Processing Software - Beginner 
Word Processing Software - intermediate 
VVordPertect 

Fiscal/Financial/ Accounts Payable 
Accounting Accounts Receivable 

Sidds: Booldrekainglas  
Budget 
Budget Forecasting 
Budgeting 
Contracts 
Federal Grant Wading 
Financial Analysis 
Fiscal Management 
Grant Management 
Payroll 
Tax Accounting 

Language English 
Skills: 

AA00001 5 



Professional Facilities Management 
• Skills: Health Care 

Human Resources/Personnel 
Insurance 
InterviewinflalillbilitY 
Investigations 

• 
mediation & Conflict Resolution 
Pericles and Procedure Development 
Project Management 
Publicgfig/Presentations 
Research  
Safety  & Risk Management 
Sales 
Statistical Analysis 
Supervisory Experience 
Worker's Compenealion 

AvallabMty 
Location: Carson, Minden, Gardnervine, Genoa 

Lake Tahoe Zephyr Cove, Incline Village 
Las Vera ,  mums' City. Indian Springs, Jean, Henderson Reno, sparks 
Sher Springs,_Lahonlan, Fernley 
Virginia City, Silver City 

Work Type: Permanent 
Travel 44: Up to 25% 

AA00001 6 
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DEPARTMENT: AGENCY/HOME ORO: 

DIVISION: 

SECTION: 

REQUEST FOR VARIABLE WORKDAY SCHEDULE 

NRS 284.180, subsection 6, states: "For employees who choose and are approved for a 
variable workday, overtime will be considered only after working 40 hours in one week." 

OikeetC 	
, hereby choose and request approval for 

(Print Name) 
a variable workday schedule. I understand that by doing so, I may with supervisory approval, 
adjust my work schedule in a week so I work more than 8 hours a day, provided I do not 
exceed 40 hours in a workweek without supervisory approval, 

I further understand that this agreement may be rescinded by either party giving 30 working 
days notice. 

Entered into this 	5-4  day of ,:_coptiter---  In the year  Ati/02 

 
 

 

Approved by: 
Supervisor's Signature 
	

Date 

Approved by: 
Appointing Authority's Signature 

Note: An employee approved for a variable workday schedule must have the appropriate variable work cycle 
-code entered into the ADVANTAGE-HR IFS system, Complete the work cycle code on the ESIVIT-A 
under agency specific data. Submit the ESMT-A along with the original aimed copy of this document to 
State Personnel Records. 

Distribution: 

ot;b4 
773-78 
t(101/07 

Original. State Personnel Records 
Employee 
Department/Division 
Agency Personnel File 
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1/61 0Cpst93 
ACKNOWLEDGMENT 

I,  Cora. 0' Iceefe 
	

hereby certify that I have received a copy of the 
State's policy regarding the maintenance of a alcohol/chug free workplace and I 
acknowledge this policy as a condition of employment with the State of Nevada. 

Department 
	

!Division 

(Iva. CNheeQ 
Name (Prlut) 
	

Date 

0)11,k8 Ovasp 
Signature 

Witness' Signature (Required remployee refuses to 44 	Title of Witness 
Acknowledging the employee received the alcohol/drug- 
free workplace policy and employee relines to sign. 

TS-58 
7198 

NAWPDOMPRMITSItuis\TS-58-Aloc-DrugStmtdoc 

163 
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EMPLOYEE NAME: 

DEPT/DIV/AGENCY/ORM: 

SUPERVISOR SIGNATURE 

DATE  lolich  

■••••• 

OFFICE OF THE GOVERNOR 
POLICY AGAINST SEXUAL HARASSMENT & 

DISCRIMINATION 

SEXUAL HARASSMENT AND DISCRIMINATION 
POLICY ACKNOWLEDGEMENT 

EMPLOYEE 

rgt I have read and understand the Governor's Policy Against Sexual 
Harassment and Discrimination. 

EMPLOYEE SIGNATURE 

DATE  19.V5\1-  

NAWPDOCAFRRIVISfrmATS4$3.doc 
Revised: 6/13/07 

164 

AA00001 9 



• 

71 1, '6.8( 
#-apst,9 

• 

I have (check one) vi  rend this document m 	
viewed the videotape, elided Nevado W

odgdom Safety.. Your Itrias and Responstrilkief 
and I undemkmd my rights and responsblities for safety In the workplue. 

Employee Nome (abase mint) 	
O

r kee,ce, 	
Date 

19-6t121--  

hutlore' s spate ____CdP.—
g.C24zs 

Place of Viewing Videotape N/A 

emebYee who dRes eel 
understood this dommeetshould 
coded his or her, 

 sepetvisoc 
ermdayee representative or the 
&

W
oo of W

ound M
atra 

of the Nevada D
eplore of 

Business & indusey. 
Las Vegas: (702) 486-9140 
bne: (775) 8244630 
Elko: 1775)778-3312 
Toft-Freir (817) W

ON 
R

ev
: 1

1
-2

0
0
?
 

Employers Nome wease inino  State of Nevada, 200 

Employer's Signature (or representative) 

8I
 

k
l 	

rSt, #205, Carson City NV 89701 

14)1 
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, NAME: 	Cara O'Keefe EMPLOYEE IDit: 	25630  
DAIV CARSON CITY 

   

DEPARTMENT OF MOTOR VEHICLES 

NOTICE OF TRANSFER 

RECEIVED 
NOV 2 7 2012 

PERSONKLOYFICE 

Submission Date 
11t21/12 

IL:a:LI—  • S%-/O  
Data 	 Time 

CC: DMV Human Resources 
Employee Service Jacket 

PA 9111 
ItevLsed 3/5/09 

1169111et° 
168 

• AGENCY: 810 
	

HOME ORG: 119) (7 

I Cara O'Keefe 
Print Name  

will transfer from my position as Revenue Officer II 
Position Title/Division 

To the position of 	Management Analyst 11 	on this date: 1215/12 
Nov/Position Title/Division 	 Date 

The reason for this transfer is 
Promotion 

Acknowledgement of Transfer: 

COMMENTS: (Additional comments may be made on an addendum or the reverse side of this 
document.) 

AA000023 



i'", 
L. tOf  

Employee- 's Signatur,r)  

Approved by: 	 .141/1 •  -" \ I! 

r •SMISk3 , 
Internal ID 

upervisor's Signature 

, 

DIVIV 	Agency: 8107 

. Lie 
Division: detect One /di)/ 60/PC;:1

, 
 

11112 AUG (IDefterligne3t 

Department of Motor Vehicles 
Request for Variable Workday Schedule ‘. 

liome Org: seloglcini 	I' 

Section: sekiat one fth#iernte. 
NRS 284.180, subsection 6, states: "For employees who choose and are approved for a varibale 
workday, overtime will be considered only after working 40 hours in one week." 

, 	 , hereby choose and request approval for a variable workday 
schedule. I understand that by doing so, I may with supervisory approval, adjust my work schedule in a 
week so I work more than 8 hours a day. I understand that I may not exceed 40 hours in a work week 
without supervisory approval. 

I futher understand that this agreement may be rescinded by either party giving 30 working days notice. 

Entered into this 	 day of (AOC) List 	in the year 	 

Print Supervisor's Name 

Approved by: 

' Nipointing Authority's Signature 	 Date  

	

. 	! , 
,? 

, 1 
'_ *t 	4.e.:.,- 	•  (X ; • \(  

217 	

"Print Appointing Authority's Name 
,,,  

Work Cycle Code ..61, 61r2 	1  ,, 

	

... i , 1 y, 	Overtime Profile  WO otiograVo-50,170ve9Chf 
rfiX, 

Standard Shift Hours 'f 	). I:PC - 	Regular Days Off:  VIA i  ckit.., CAu.16 	IC(1) (Ex: 8 00-12:00, Lunch. 1 -00.5•00)  

Note: 
An employee approved for a variable workday schedule must have the appropriate variable work cycle code entered 
into the ADVANTAGE-HR ITS system. Complete the work cycle code on the ESN1T-A under agency specific data 
Submit the Esmr-A along with the orginial signed copy of this document to State Personnel Records 
DIstrIbullon 
Original. Stale Personnel Rctords 
Employee 
DeptillblsersTOkeefelAppDatatlocanfAicrosoftWondowsITemporary Internet Files1Content Outtook1PHYOMITMCopy of Vans* workday 
RR Services Files 	 schedule master 	 Rev. 8113110 
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Employee Name; 
(hint Name) 

DEPT. OP ADMIN 
DHRPR - RECORDS 

Employee Signature 

Data 61ork t  
Supervisor Name 
(Print Name) 

Supervisor Signature 

Date 

WL\11 \ 3619°1  OFFICE OF THE GOVERNOR 
POLICY AGAINST SEXUAL HARASSMENT & 

DISCRIMINATION 

DEPARTMENT OF MOTOR VEHICLES 
SEXUAL HARASSMENT AND 

DISCRIMINATION 
POLICY ACKNOWLEDGEMENT 

RECEIVED 
MAR 2 6 2012 

Employee MATS MR; 	aM4r2 2  

Dept/Div/AgencylOTO: 

E! I have read and understand the Governor's Policy Against Sexual Harassment 
and Discrimination Dated August 19,2011. 

CROMVPwroaathexa r....tunAllatd Simms. god oturassan 	42.1P14=ad Mamma cal Dow...0* Anoll OS" 110.1" "4141 P6143" PA-52 
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RE 
• 	JAN 242012 

DEPT.OF AMR 
DitRIA • RECORDS 

Agency Use Only 

ZOIZ JAN 23 P 1: 54 
DEPARTMENT OF PERSONNEL 

EMPLOYEE APPRAISAL & DEVELOPMENT REPORT 
1. Employee Name: Last O'Keefe 

	
First Cara 
	 Initial L. 

Class Me: Revenue Officer 11 

Dept/Div/Section: DIV1V/Motor Carrier Division/Revenue Unit 

3. Employee ID 5: 23693 

5. nte Evaluation Due: 12/11/11 

 

 

Agency S 	1110 Nome Om 11 (4 dges): 0;7 potation control.; COO* r. DM* Next Evaluation Due: 12/11/12 

EMBERS (desk sue): 

Annual 
	

Other 

ina Period  (check one): 
6 month Probation/Tdat 	r d  month 0 3*  month 0 Other 

12 month Probation/Trial: 	0month 0 7*  month 0 Il e' month 0 Other 
will be revised to reflect changes 

0. Overall Rating from Page 2, Number 14 (check one): 
0 Does Not Meet Standards 	0 Meets Standanle 1'14 Exceeds Standards 

. Work Performance Standards: are an accurate reflection dale position 

Dabs: 12/21/11 
Disagree (Comment Required) 

If a rating of "Does Nat Meet Standards" is given, another evaluation must he completed within 90 days. The rating may affect 
adjustments In salary based on merit (MAC 284.194) and longevity pay (MAC 224.270). 

'tater% Signature & This: Karen Stoll. Revenue Officer  
11. Additional SupervIeory Review (optional): [J Agree

. 
 

nature and Tido: 
12. Employee Comments: (MAC 284.47D requires the you complete thb maws and sign the meal on performance within  lb 

coking days tOler discussion withyour supervisor fryou disagree with the report att'request a reOiew, you must specWthe points of 
disagremnenc) 	Agree 0 Disagree 0 Request Review ° 

Date: 

Employee  Signature: vow 	lax • t 
13. Appointing Authority Review: '1 Aga-T-ine 	Disagree (Consent arquire4 

nti 
e: 0 Date: 

* Note - 
284.470 

Officer uses ROM NPD-15R to respond to employee's request for ised fa NA 

AIN 2 6 201e 
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al•coar■••••■••■■1 

ee &Palmation & Dove 
ee me: Last O'Keefe 

cinPloyee ID 0: 25693 

(A) 
Rating 

(13) 
Weighted 

Value 

(C) 
Weighted 

Rating 

14. Job Elements (Transfer from Employee Work Performance Standards form ld provide a numerical rating of I = DMS; 2 MS; or 3 ES for each  .10h 
liletnent in column (A). 

b Eisen,Ifd 	Process Delinquent Accounts 
sing the description bdosr, Revenue Officers are romped* fer the .preeessing of 

t Motor Carder accounts to determine the applicable fees, bath. Innaddeas taut, and/or administrative floes due by the licensee. 

L•-• 	 . •  I. reneguing Delinquent Menthe Decumente 2. 'Wendel; Delinquent Toe Returns 
3. Preparing Notification Letters 
4. Compliance Violations and Delinquent Account Lists 5. Referrals 
6. Clearing Amount Slops 
7. Administrative and Show Cause 

3.00 FT 1.20 

MEJLIFTH211_01 TAX EXAMINER STAFF 

 

NE 

 

 

I. Process Motor Carrier registrations fbr both Internadoasi Registration Plane and Mess registered for 100% activity In Nevada. 2. 2. Proem including reviewing, saalyslisg, posting and accepting payments for ha returns. 

Jelinguent accounts are to be processed using the established guidelines and procedures. fi02 Encino Isk Precedures for specific dem* muesli tpsk.  
Durk% the  Probationary period, steady progression must be noted as follows. 
By the end of the 3" I  month. the Revenue Officer angst be able to post delinquent licensing documents and tax returns, prepare le  and 2"I  Instance letters, deposit Rinds, and clear 400011 stops, with general assistance. 

tBy the end of the 7*  month, the Revenue Officer must also be able to prepare 4 16  instance enors, with general assistance. 

By the and of the 11e  month, the Revenue Officer must be able to perform all aspects of delLqn uent account processing with general assistance.  
U0b EthethIltif2: Coldection/Refenral - Delinquent Accounts 	 3.00 
Using the description bdow, Revenue OlDcers are responsible for the colleetion cod referral of delinquent Motor Carrier accounts. 

 
 

 

 

 

20% 

 

 

 

EvsthzlimufgeksikaaatkaigibmgaistAmm.  
1. Stipulated Pa 	r  
2. Bad Debt Collections yallat Ag

reements 

3. UtutaTitle  4. eamkni  Stops/Bend Claims 

S. Referral 
 pert Proof et Claim 6. usuitekese  to Collection Agency (Alliance One) 

7. Athulnistrattve and Skew Cause Hearings 

The collection and refund process fordelinquent accounts are to be followed using the stablianed guidelines  and Praanduraw SIBBIDDRILIAINDeithalikSifaUtfinil 
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Emploise EValuation & Developme nt 	Pag  
Eiy22 	 Last 
cmplayee ID 9: 25693 

O'Keefe Fitrist (InItikt 

1 

• 	• 

(B) 
Weighted 

Value 

n 	— 
Weighted 

Rating 

U. Job ltmeints (Transfer from Employee Work Performance Standards f. ., 
o provide .  a numerical rating of 1 m DMS; 2 el MS; or 3 m ES for each I o - lenient in column (A). 

6  tine the probationary pitied, steady progression must be noted. 
By the end ofthe 34  month, the Revenue Officer should be able to process a bad debt payment, file a lien or tide mop, and enter into a stipubted payment agreement, with gems! assistance. 
By the end of the 714  month, the Revenue Officer must be able * file a proof of claim, mkt an • , o 	t to the collection agency (Alliance One), and assist with Administrative end Show I railings, with general assistance. 

y the end of the 116  month, the Revenue Officer most be able to perform ail aspects I collection and referral processing with general assistance. 
or job elements #1 and #2: Any uncorrected errors that carry over to the reports used to prepare the monthly stab are deemed and error against the Revenue @Ricer e for the transaction. 
o o Eitamout OS: Statistical Reports and Corresponding Lop Moms we requited to Mem, review, vet*, and evaluate all statistical domments for accuracy and completeness. 

1 • formation is gathered by extracting data from a variety of sources, such as paradox database lee, letter and check logs, spreadsheets, system reports, and other similar documents. 
used to prepare statistical reports must support the fladinp admitted. Suppating loortments must be attached to *port 

Unless °awl:wise notified, Revenue officers must reconcile their check tog each week by 5 00  put on Wednesday to allow the timely completion orate vareidy sties. The Ind weekly - • . , dilation (needed to complete the monthly state) must be completed by noon, on the end • siness day of the month. 

unconnected arms that awry over to the reports used to prepare the monthly state ere mined an error against the Revenue Officer responsible for the transaction. 
nines otherwise notified, weekly statistics are due by 10:00 am on Thursday. Monthly statistics are due by noon on the second business day after the close of the month, unless • thenvIse advised. 

2.00 10% .20 

ob Element 04: Training 
directed by the Revenue Supervisor, ensure bi-weekly goals established for training meet the requirements of the WPS. 
When applicable, ensure review periods with the Revenue SoPervbot are held on  a bi' eddy basis to determine effectiveness ofbalning. lez if maid training has been held or is ingtequested during the period. 
Complete Division Evaluation Form and discuss with tratner and Revenue Supervisor if Woad training is necessary. 

D. Provide training to the newer Revenue Offices as requested. 

Revenue Supervisor will meet with the trainee at least once per month, as applicable; to isms the training of any new or probationary employees and ensure the Divisional Souls am lug met. The new employee must ensure training coincides with WPS requirements when , inclines lin completing specific assignments are noted in the VMS. The new envie/Yee should • itcuss any applicable tralnitig that is lackino or concerns regarding training with their ' upervisor, as soon escarp's= arhe. 

2.00 51/0 .10 
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cmpluiree Valuation & Development Report P 
ee Name: (Last 

reployee ID IA:  25693 
Initial) 1L 

• 	• 

14. Job Elements (TransfOr from Employee Work Performance Standards form 
and provide a numerical rating of l = DMS; 2 = MS; or 3 = ES for each job 
element in column (A). 	 - 

(A) 
Rating 

(8) 
WeitOlted 

value 

(C) 
Weighted 

Rating 
5% .15 Jon Elernintit Et Other Wail as Assigned 

A. Special projects as assigned by the Revenue Supervisor. 
B. Assist other sections of the Motor Candor Division as requested. 
C. Preparation and submission of DARS,titnesisetts, phone logs, letter review°. Bed 

other routine Administrative tasks assigned, 

Enron are counted if letter went out with uncorrected errors and is not discovered until after 
hein sent to the carrier. 

3.00 

Job Element es: Related Factors 
'Work Adinstment, adnutalilitv. sod Comairationi Demonstrates ability to accept work 

3.00 20% • 

enlistments and at to dune in routine or otha process. Demonssates Witty to willinfb 
accept authority, instruction and constructive criticism. Maintain harmonious work relationship 
and self-control and is not unduly influenced by co-workers opinions or attitudes. 
aggyinat 
Demonstrates ability to consider all facts leading to a logical conelusien. Does not make rash 
decisions leading to negative consequences. 

latdativer 
Denim:slates willingness to take on added responsibility and originates or develops new and 
boner ways of doing things. 

641211161=1 
Paithtialness in coming to work on-sime and continuing to established attendance guidelines. 
Call-ins must be reads to a Supervisor at last IS minutes prior to the start of your scheduled shift 

Habitual use *flack leave in conjuncdon with scbcdtded days off and/or holidays, abuse of 
break/lunch privileges, tardiness, and excessive distractions such as personal telephone calls and convolutions outside of break/lunch periods are sot acceptable. See MCD 02.01 for attendance guidelines. 	• 
Jab Element N?: Work Place Safety 
Ensure adherence to established Department safety guidelines. 

No Exceptions 

Overall Rating (Scala: 1 to 1.60 0 DIM; 1.31 tO LSO 0 fit 2.31 10 3 0  ES) (A "does not meet etanderdr" rating nage greet alutanents based on merit MAC 2$4.196 ani 
longevity pay (NrIC 284.270). Another evaluation must be completed within 90 days (NR3 284.340). 

2.67 
/11616.. 

2.35 
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Esel l se Naluation Dove! 	ent Re rt P 

Ernptovee ID 9: 25693 

(B) 	1 	(C) 14. Job Elements (Transfer front Employee Work Performance Standards font 	(A) 
and provide a numerical ratbig of 1 ;" DIAS; 2 MS; or 3 = 	for mush job Riding 	Weighted Weighted 

Rating clement in column (A). 	 Value 

18. Rater's Comments: (A does not meet stank-fide soft for any Job element wad *dude a &toga orlandlim Ole dejklenckl)  

Job Element 01 - You earned an "Enceeds Standards" in Processing Detintmeat Accounts. 
Since your last appraisal review you completed a total of 1,534 letters for an overall average of 127.83 letters per month. This represen 
44.81% of the entire unit's letter production. During this appraisal period you processed the wife deposits  at least 2;5%  of the 
were the unit's assigted primary phone responder 25% of the time. In the last 12 months you assessed 652 Administrative Fines 
$212.817.00. Of those assessed in the last 12 months you collected 558 (Z538% units) and $170,554.30 (80.14% amount). However, 7 
collected a total of 657 Administrative fines for $224,519.41 in the past 12 months, NM of which were assessed hia  Oar  Perbt  
continue to follow policy and procedure and use all collection methods available to you including Sling liens, revoking reo'strallor 
credentials and stopping titles. 

Job Element #2 — You earned an "Encode Standards" in Collection/Referral — Delinquent Accannb. 
During this review period you've processed nine (9) NSF/Bad Debt collection transactions. You prepared files for and submitted referral 
on nine (9) Administrative Hearings. You've scheduled one hundred eighteen (118) Show Cause Hearings and filed shay (68) Liens 
placed numerous Title Stops. You are organized and systematically follow on your accounts following the Division policy and WDErEinin! 

You use all tools available to you to collect and secure the State's receivables and once determined the receivable is unconeetable ye 
proceed in referring the accounts to the collection agency pursuant to policy. You are firm with your collection style but am receptive 
helping the debtor arrange payments and balance empathy with the need to collect the State's receivables. Your Payment Plans 
structured pursuant to Division Policy and Procedure and you maintain consistent follow-up on your payment plans. 

Job Element 03 - You earned a "Whets Standards" in Statistical Reports and Corresponding Logs. 
Continue to maintain your DARS for the daily activity and assure they balance to the receivable software, Paradox. for weekly balancing by the team. 

b Element #4-You earned a "Meets Standards" In Training,. 
on are willing to learn new tasks and attend training when offered. You offer to assist othw Revenue Officers and Division staff wit 
ey need help learning new assignments and tasks. 

ob Element #5 — You earned an "Exceeds Standards" in Other Duties as Assigned. 
ou have prepared the Supervisor* weekly statistical report on several occasions during this review period while she was on vacation. 
on continue to be self motivated and help others on your team such as when you help the Administrative Assistant prep files for scannin 

Into the Divisions imaging software. You offer assistance to the other Revenue Officers as you did when  You volunteered te)  
violation letters for other team memben; after you had already completed yours mid they were still working on their lists of womb 
Thank you for helping the other team members as we work towards our common goals for the Division. 

ob Element 06 • You earned an "Exceeds Standards" in Related Factors: Work A4#ustmes4 Judgment, Initiative, and Attendance. 
on are receptive to chanp and will reprioritiza work assignments based on the goals/priorities of the Division. You offer suggestions 

o your team and your supervisor when you think of procedures that might be streamlined, enhanced or changed to help staff or 
tower. You are consistent In working with debtor* making sure to not create any unfair business advantages and being sensitive 

laws, deadlines and procedures. You are carotid to not offer a possible solution to a customer without obtaining approval from 
• 111. supervisor. You are receptive to suggestions from others on your team when discussing minable changes to procedures 
u. Your attendmice is compliant with Policies and Procedures. 

oh Element 07 Work Mee Safety: There ere no exceptions. 
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(B) 
Weighted 

Value 

(C) 
Weighted 

Rating 

(A) 
Rating 

site* ElialuatIon & Development R 
Employee Name: (Lest)  1 O'Keefe 
'imployee ID 26693 

• 

14. Job Elements (Transfer from Employee Work Performance Standards form 
and provide a numerical rating of 1 Ik  DMS; 2 eit MS; or 3 = ES for each job 

lament in column (A).  
0. Development Nee & suggestions: (The supereitoe addivssu how the employee can enhance per/imam, and achieve standardi. 

indicates recommendation for farther dewlopntent and train*, 7704 action should be dismased with the employee) 

During tbe last review period we vrented you to have the opportunity to Job shadow with the Motor Carrier Audit Unit. We were not ab 
to schedule this for you because of the Audit Team having schedule conflicts as they worked toward meeting mandatory audit goals. 

it would be a useful experience for you to job shadow with the Audit Team and would help in your current position as well as expose yo 
o ajob that might be of interest In a future job career with the State. We will attempt to provide the opportmity for you to job shado 

with the Audit Team during this next review period. 

You continue to be the chairman of the Division's shlicnsh" committee. We antedate Your efforts on this  volunteer committee WY 
this year. We realize you invest a lot of your own personal time organizing activities for the Division. The committee members rely on 
your leadership skills end Fur ideas to keep staff involved. ft's not easy to provide ideas that are fim tbr all staff and we applaud th 

ittee, duu your  leadership, in your efforts to keen this torment alive. 

Distribution' Original to Nevada Department of Penciled; Copy to Ageser Copy to Employee NPD-I5 Rev. t3/09) 
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Remo beiruadorra Wm are not exenwc 

tb6C13/41 

-  -   linter "1" for youreed it no one else een dahn you as e dependen 	 At 	 1  
o You ere single and have only one )ob; er 	 . 

Brter I° It 1 • You are married, have ordy one job, end your SWUM does not wait; or 
. your wsoes  two 0 second lob or your spouses wages (or Os total or bedews $1.600 or leas. 

Enter 9" for your *wee. But, you may choose to enter *-0•`' if you are married and ham ether a working spouse or mare 
then one job. (Entering "-V' may help you amid having too htde tes „: .i!i_ ,, . 	  C - 
Bee:number of dopoodorete (other thoo your Boom or i ,...-.•- .*;  •.: - ,:•,. , ' on........your tax retumethoweboid above) 	 . 	 BB _ 
Etter 1°11you tail ille as he of household on your tax - . loos ', “. '. i• ' ,° 	 _____ . . 	. - Enter °1° 2 you have al least $1,000 of ohNd or dependent i ,., •• - -•,:. ••; , • • n' • **oh Yno Plan * _edotaicruwils4 	• r - 
(Note; Do not include child support payments. See Pub. . ., , •• : . and Dependent Cur. EmP8**1 7111  
ChIld Tea Credit One:WOO additional child tax med15. See Pub, ! _. • Child Tax Creak for mort ibilonnotion.. 0 Nave thme or 	elgage donut  • If your toad Income will he lees then $ 01.425 OMAN u ' - - . .-).:;:.,:*...: 	.,-•:-' •• - ' • ' ' ch" alan blia 	Ati for oath °gob* • if your totel income will be between 951,000 end : • . • ■ • i • ,, ' , 1 ■ •••••• ano • 119,000 if inenteck 

child plus "1" additional if you have etc or more elkitio did= 	  di - 
Add Ones A through 0 end enter total here. pm& BM May be different from fk* monbm° 1 "*Otiat  **;ourciairnwithhohan  Purdnotel:seerlaum4thetedy  FOr eccurecy, 	o ',you plan to Itemise or debn atiStstmente to income end want o 
wootahootomini" eil 	• 1.1)mand AdltillbilenlishavenerethanWpikahadoseJelterarinmaw=42. 	tegcarbeteresethothorpipeadt totheanidoomblitedhavingeemswerowil  homlax es.all bite Mad 

/ 

$0,002010,00011 unlock seethe 
that ePP11-  • simmer ofthe above dtuations =Das. stole here and enter the number from One H on line 6 of Pawn W-4 beim 

o bus mender or snowmen you are Maiming (1pm line If above or from the'ePPlioahle Wakdleat al page?) 	S 	. 
0 Additional amount, if any, you want withheld from each psycho* 	 •  
7 I Mahn too:motion from withholding for 2011, and I certify that Matteotti of the following conciltions for exemPllon• '..', • '. .- 4,,,' .,..;-'..;;;, 

° Lod Year I bade  *MI toe refund &ad federal income tax withheld because Iliad 00 tax liability end ' - . • Mb year I expect a refund of el feciend income tax withheld because I eximoi to tido mo tex u 
If you meet both conditions,  write "Exempt" herb 	  Ito y 

Onto tr• 

For Privacy AM end Paperwork Reduction Ad Hefts see page 2. 	 Cot.ND 102200 	 Form 	11 fir 

wv////op 
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Eibployees'sVgnature 

va5143 
..-43rrt• 

Employee 1D # 

'709c--50(  
upervisor's Signature 

-. 4g1 0 
Date 

Approved by: 

Approved by: 
Appointing Authority's Signature 

	
Date 

• 

• DEPARTMENT:  0011) AGEKY/HOME OKI:4  r7  A 

DIVISION: 

SECTION:  K-6 e flL  
REQUEST FOR VARIABLE WORKDAY SCHEDULE 

NES 284.180, subsection 6, slates: "For employees who choose and are approved for a variable 
workday, overtime will be considered only alter working 40 hours in one week." 

r: k 	C 	
. hereby choose and request approval for 

(Print Namel 
u variable workday schedule. I understand that by doing so. I may with supervisory approval, 
adjust my work schedule In a week so I work more than 8 hours a day, provided I do no exceed 
40 hours in a workweek without supervisory approval. 

I further understand that this agreement may be rescinded by either party giving 30 working days 
notice. 

Entered into this 	 day of  ON 	in the year 	 

Note; An employee approved for a variable workday schedule must have the appropriate variable work cycle 
code entered into the ADVANTAGE-FIR IFS system. Complete the work eyrie code on the ESMT-A 
under agency specific data. Submit the ESNTA along with the original signed copy of Ibis document to State Personnel Records. 

Distribution: 	Original, State Pertamnel Records 
Employee 
Department/Division 
Agency Personnel File 
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A Entire °I °  for yourself 0 no one else am claim you es a dependent 	  A __I__ 
• You ere single and have only one fob; er 

{ 	. 13 _____ 13 Enter "1" 8: 	• You we monied, have only one job, and your spouse does Octnot tvork; or 
• Your wages boo &second job or your spouse% wages (or the tote! of bath) ara MAO or tem 

C Enter '1" for your mous% Hut, you may choose to enter "-0- °  if you are married end have ether a woridng BP 9 	• 0 more than one job. (Entering ".0-°  may Imp you avoid lowing too little tax wIthheld4 	  . 
D Enter number el dependent° (other than your emcee or youmell) you will ebtkn on your tier Went . . . 	 . .. • 11  - 
It Enter 'I ` if  YoU WO file as head et household on your tax return (see Conditions under Heed of household shown E - 
F Enter '1 °  if you have of haat $1,800 of dtild or dependent Mira expenses for which MI Pion to slam e credft  • r 12  - Mete. Do not Include ebiW support payments. ese Pub. NA Child and Dependent Care Expenses. for (MIRO m 
re CNN Tax Crodit (including additional Old tax meal). Se* Pub- 072, Child Tax Credit for mons eifonnetfort 

• flyers totd incems MO be less don MAO #0,000 8 maided), enter '2' for eachalghle OM then Wm °I°  II mu boohoo a newtons dildren. 
e If your total Income will be between $61,000 and $64,000 (WO.= and $112,000 0 emu*. enter `1.  ter  olch  child plus "1 °  oddlifonal if you have els Or more *Ude children. 	 .• a ........... H Add lines A lieough 0 Warren Wel berm thermlles may bodement iron the number of 0. 11033031m1Clabn On ruf I" 	i" i For aucuxecy. 0 If you plan to Itemize or gaffe segustmente to Income and Want to reduce your Within:Wing. Seethe Dedeodene complete all 	and Adjuolmante Worksheet on PaPe 2. marbaboMP 

 
of have mom than one lab awe =likened soused y owspeuse both wait widths combin ode  arnings barn at lobs aimed that apply. 	$18,000032,000 thiseded). see the thsorcerneranikklalekkeWerkeheat en page 2 to avoid halm too befe Ns vitt/Aft 

	  Out Owe end Oro Piena W.4 le your erturleYor• Keep °le IV Pad for trmir rat.$69*  **** '''''''' 	'''''''' 
Fun W4 	 EMPbriPOW.kiphoiding Aill9wance Cercate 	rob, irASODY4 
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• 	• 
• 	• • 

Agency Use (141 	

ECEIVED 4, 
, . 	I OEC 1 6 2009 

..q.i 	DEC i ti P 	28 	 i„,, 	 musecilliELNECCIEDS 
DEPARTMENT OF PERSONNEL 

EMPLOYEE APPRAISAL & DEVELOPMENT REPORT 
1. Employee Name: Last O'Keefe 	 First Cara 	 bow 1...  	 _ 
2. Class Title: Revenue Officer II 3. Employee 1D1: 	25693 
4. Dept/Olv/Section: 	DMV/Motor Carrier Division/Revenue Unit 5. Date Evaluation Due: 12/11/09 
3. Agency 0 (3 digits): 810 Homo Org 0 (488015): 4717 	P05111011 Control 0: CC4036 7. Pete Next Evaluation Due: 12/ 1 1/10 
8.1sr,  ...i. .18_, 	1 ... (cheanne):_ 	 OR 	Peemanont (check nne): .1 

6 month Probation/Trial: 
12 month Probation/Trial: 

N 2" month U 5°  monthBOther 
N 34  month 	7°' month 	11th  month 0 Other i2 Annual 0 Other  

9. Work Perfonnanc a Standards: 	C4  are an accurate reflection of the *Mon atal Minn revised to reflect changes 

10. Overall Eating from Page 2, Numbar,14  (check oae): 
U Meets Standards 	e Exceeds Standards 

Standards" is given, another evaluation must be completed within 90 days. The rating may affect 
on merit 0 AC 284.194) ad longevity pay (NAC 284.270). 

41./ 4/4111111.115/ 	 Date: 	12/11/00 	ism/cid/Ai 

111 Deco Not Meet Standards 

If a rating of "Dots Not Meet 
adjustments in salary based 

Raises 	nature & Title: 
11. Additional Supervisory Re 	(opUoiT 	III Agree 	0 Disagree (Comment Required) 

Signature and Title: 	 Date: 	 (msalt! 12. Employee Comments: 
working days oiler discussion 

(MAC 284.470 requires that you complete this section and sign the report on performance within 10 
whh your supervisor. Ifyou disagree with the report and request a review, you mat spec'  the points of 
(J Disagree 0 Request Review" dbagreement.) 	• Agree 

1.____..t...._ 

E i . , tee Signature: ikl if 	Inwo 	 Date: 	la it •ls, 
13 Appointing 	"IP  ' 	1 	[Doc syk 	 al 	mired) 	 • 	

. % 	
toi 	114 	 \ 

. 	 ... tr. ,4 Ai k .. 	. 	_ .41. iirAneea 	1_ -4e. ..I" 	' 	: 	 . 	..... !..1 . 

	

, 0 	I  

	

. 	■ 	.A 

	

4 	.. 	A ......__a 
1 b. :1111411411144MVIIIIVITIM 	 ,. • 

-.11. 	ith 	.......... 	• 	A. 	. ii 	I, 	AM. 

---;:n.-----1/71/ddi),9 
T=aitu 	liresurr.,:tje,;:tAEL40.1...., 	

Mtn: ira[17 
). 	 I 

Note. — Revrewing °Meer uses form NPD-15R to respond to employee's !request for review as outlined In NAC 284.470 
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• 	• 
Employee Evaluation  & Development Report—  Pngo  

Employee Name: 

 

     

Weighted Weighted 
Value 	Rating 

(B) 	I 	(C) 

 

  

(A) 
Rating 

  

(one 
and provide a numerical rating of I DMS; 2 = MS; or 3 = ES for each Job 

 
  

 

      

cnallcIll III V011.111711 y...v.  
Job Element 01: Process Delinquent Accounts 
Using the description below, Revenue Officers are responsible for the processing of 
delinquent motor carrier accounts to determine the applicable fees, taxes, Malik% 
interest, and/or administrative fines due by the licensee. 

Descrintion of.keNgsgatA,matl . 	' w_..._Ag 

3.00 1.20 

I. 	Processing Delinquent Licensing Documents 
2. Processing Delinquent The Returns 
3. Preparing Notification Leiters 
4. Compliance Vioiadons and Delinquent Amount lists 
S. 	Referrals 
6. Clearing Account Stops 
7. Administrative and Show Cause 

Delinquent accounts are to be processed using the established guidelines and procedures. Sca 
tic details all estliask, 

94. Job Elements (Transfer from Empiore Work Performance Standards 

 

During the probationary period, steady progression must be noted as follows. 

By the and of thc 34  month, the Revenue Officer must be able to post delinquent licensing 
documents and tax returns. prepare I °  and 2." instance lends, deposit funds, and clear amount 
stops, with general assistance. 

By the aid of the 7.' month, the Revenue Officer must &Doh* able to prepare 3"1 — 461  instance 
letters, with general assistance. 

By the end of the 11°  mouth, the Revenue Offieer must be able to perfonn all aspects of 
delinquent account processing_with general assistance. 
Job Element 02: ConeetioniRererral - Delinquent Accounts 

Using the description below, Revenue Officers are responsible for the collection and 
referral of delinquent Motor Carrier accounts. 

bscrintion of Colleetlound Referral DelinnoontAptounts 

2.00 

. 

20% . 

I. 	Stipulated Payment Agreements 
2. Bad Debi Collections 
3. Liens/Tide Stops/Bond Claims 
4. Banitruptey Proof of Claims 
S. 	Referral to Collection Agency (Alliance One) 
6. Lien Release 
7. Administrative and Show Cause Hearings 	

. 
The collection and referral process for delinquent accounts are to be followed using the 
established guidelines and procedures. fige.seynge_Qtagemots igueenik 
Ilsialls..emsektalli, 

During the probationary period, steady progression must be noted. 

By the end of the 3 4  month, the Revenue Officer should be able to process a bad debt payment, 
file a lien or title stop, and enter into a stipulated payment agreement, with general assistance. 

By the end of the 7°  month. the Revenue Officer must be able to tile a proof of claim, refer an 
limonite the collecticm agency (Alliance One), and assist with Administrative and Show CaweI 
HeariNs, with wend assistance. 

184 
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• 	• 
Employee  Evaluation  & Development Report Page 3 
Empla _ ee Name:  Last 	O'Keefe 
Employee ID ft: 25693 

First 

_ 
14. Job Elements (Transfer from Employee Work Performance Standards 
and provide a numerical rating of 1 	DMS; 2 == MS; or 3 	ES for each jo 
element in column (A). 

(A) 
Rating 

(a) 
Weighted 

Value 

(G) 
Wellibted 

Rating 

By the end of the 1 I d.  month, the Revenue °Meer must be able to perform all aspects 
of collection and referral processing with general assistance. 

For Job elements d l and 112: Any uncorrected errors that carry over to the reports 
used to prepare the monthly state are deemed and error against the Revenue Officer 
restonsible for the transaction. 
Job Element 03: Statistical Reports and Corresponding Logs 
Revenue Officers are required to prepare, review. verify, and evaluate all statistical documents 
for aecumey and completeness. 

Information is gathered by extracting data nom a variety of sources, such as paradox database 
tiles, tenor and check top, spreadsheets, system reports, and other similar documents. 

Records used to prepare statistical reports must support the findings submitted. Supporting 
documents must he attached to rood, 

Unless otherwiee notified, Remise officers must reconcile their check log each week by 5 00  
Fm on Wodneseay lo allow the timely completion of The weekly stets. The final weekly 

,ricillation (needed to complete the monthly slats) must be completed by noon, on the first 
business day of the month. 

Any uncorrected errors that carry over to the reports used to prepare the monthly slats are 
deemed an error against the Revenue Officer responsible for the transaction. 

Unless otherwise retitled. weekly statistics are due by 10:00 am on Thursday. Monthly 
statistics are due by noon on the second tomentes day after the close of the month, unless 
otherwise advised. 

3.00 10% 

Job Elestent *St Training 
As directed by the Revenue Supervisor. ensure bi-weekly goals established for training meet  the requirements of the WPS. 
B. When applicable, ensure review periods with the Revenue Supervisor are held on a bi. 
weekly basis to determine effectiveness of training. IE: If specie) training has been held or is 
being requested during the period. 
C. Complete Division Evaluation Form end discuss with trainer and Revenue Supervisor if 
additional training is necessary. 
D. Provide training to the newer Revenue Officers in requested. 

The Revenue Supervisor will meet with the trainer at least once per month, as applicable; to 
discuss the training of any new or probationary employees and ensure the Divisional goals we 
'being met. Tin: new employee must ensure training coincides with WPS requirements when 
imelines for completing specific assignments are noted in the WPS. The new employee should 
iscaos any applicable training that Is lacking or concerns regarding nettling with their 

Supervisor, as soon as concerns arise. 

2.00 5% .10 

Job Element #5 	OtherDuties as Assigned 
A. 	Special projects as assigned by the Revenue Supervisor. 
ft. 	Assist other stokes of the Motor Carrier Division as requested. 
C. 	Preparation and submission of DARS, timesheets, phone lop, letter review*, and 

other roulette Administrative tasks assigned. 

*Errors are counted It' letter went out with uncorrected errors and Is not discovered until after 
being sent to the carrier. 

2.00 5% .10 
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Employee Evaluation  & Develo fnent Re • ort — Pa e 
loyee Nameal,ast O'Keefe  

- 

imployee ID #: 26693 
t(Initial) IL. 	I 

1 

• 
14. Job Elements (Transfer from Employee Work Performance Standards form 
and provide a numerical rating of 1 = DMS; 2 - MS; or 3 = ES for each job 
clement in column (A). 

_IA.) 
R WV Weighted 

ea  

Value 

weig(Chted) 
Rating 

Job Element Mt Related Factors 
Work Adtestment. Adnotablitq. and Cooneradom Demonstrates ability to accept work 

3.00 20% .60 

assignments and adapt to doylies in routine or other process. Demonstrates ability to willingly 
— pt authority, instruction and constructive criticism, Maintain harmonious wort relationship and self-control and is not unduly influenced by coworkers opinions or attitudes. 

L i At.L.11 
Demonstrates ability to consider all facts leading to a logical conclusion. Does not make rash . ecisions lading to negative consequences. 

Demonstrates willingness to take on added responsibility and originates or develops new and better ways of doing things. 

,. 	1 	, i. 	,.. 	 . 
Faithfulness in coming to work on-time and conforming to established attendance guidelines. Call-ins must be made to a Supervisor at least IS minutes prior to the start of your scheduled Ishift. 

Habitual use of sick leave in conjunction with scheduled days off andforholidays, abuse of break/lunch privileges, tardiness, and excessive distractions such as personal telephone calls and vas:diens outside of break/lunch periods are not acceptable. See MCD 02.01 for attendance idelines. 
Job Element 07: Work Piece Safety 
Ensure adherence to established Department safely guiddines. 

Not Rated 

2.50 

N/A N/A 

2.70 

Overall Plating (Scale: Ito 1.50 0 DM; 1.51 to 2.50 as Nit 2.51 to 3 21  ES) A -does not meet ttandorelt" rating may affect agitaftnentr based on writ MAC 284.194) and to vItc pay (N( 284.170). Another evaluation mutt be completed within 90 days (NRS 284.34. 
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Employee Evaluation & Development Report — Page 
lEmployee Name: (Last) I O'Keefe 
Employee ID #: 25693  

(B) 
Weighted 

Value 

(C) 
Weighted 

Rating 

(A) 
Rating 

14, Job Elements (Transfer from Employee Work Performance Standards form 
nil provide a numerical rating of 1 DMS; 2 = MS; or 3 ge ES for each job 

lement in  column (A).   
15. Rater's Comments: (A -dues not parer standar*" rating for any Job element emnatdde a detailed oPtanatkra qfthciestcUS) 

.Mb Element #1 - You earned an "Exceeds Standards" in Processing Delinquent Accent*. 
Since your last appraisal review you completed a total of 1,761 letters for an overall average of 147 letters per month. This 4% of the entire unit's letter production. You processed 124 !PTA fuel tax returns. During this appraisal period you processed 
nit's deposits at least 27.67% of the time and were the unit's assigned primary phone responder 27.67% of the time. In the last 
.onths you assessed 741 Administrative Fines for $223,949. Of those assessed in the last 12 months you collected 633 (85% units) 
166.431(74% amount). However, you collected a total of 724 Administrative fines for $20024 in the past 12 months, some  of will 
ere assessed in a prior period. you continue to follow policy and procedure and use all collection methods available to you betas!i ling liens, revoking registration credentials and stopping tides. 

rib Element 42 —You earned a "Meets Standards" in Collection/Referral —Delinquent Accounts. During this review peeiod you've processed thirteen (13) NSF/Bad Debt collection transactions. You prepared files for and 
fermis on eight (8) Adminisuative Hearings. You've scheduled sixty one (61) Show Cause Hearings and filed sixty six (66) Liens plated numerous Title :hops. Payment plans are structured pursuant to Division Polley and Procedure and you maintain comber:ft fo up on your payment plans. You Ibliow up on your accounts and once an account is determined to be uncollectible and all collecti efforts are exhausted by the Division you refer the account to the collection agency for continued Obits in accordance with our Polley Procedure. 

ob Element #3. You earned an "Exceeds Standards" in Statist kal Reports and Corresponding Logs. 
You Performed the weekly reconciliation of the team's individual statistical logs Ibr tbe past year which greatly reduces the time the upervisor must spend on the month end statistical report. Please continue to update the Hearings Log and confirm that the NSF log is updated when the debt is paid. Also, please continue to reconcile your logs with the entries made in the Paradox software and letters sent o assure the correct amounts are entered to your OARS report. 

ob Element #4 — You earned a "Meets Standards" in Training. 
You are willing to loam new tusks end attend training when offered. You ask for assistance or clarification when you determine nem such as when you are processing bankruptcy claims or prior to referring an account to the collection agency. 
oh Element #5 — You earned a "Meets Standards" in Other Duties as Assigned. 

You are a team player and always willing to accept additional dudes to assist others in the Revenue Unit when necessary. On se occasions during this past review period you submitted the weekly statistical report for the unit to the Division Administrator on behalf your wpm visa-  when she was out of the Wee. 

ob Element #5. You canted an "Exceeds Standards" in Related Factors: Work AcOsiment, Jutiginerg Initiative. and Attendance. You demonstrate use of good judgment and common sense when interacting with co-workers and when communicating with customers. You research account issues prior to preparing the %/elation letters and assessing fines, penalties and interest. You .  recommendations to your supervisor when working with customers to resolve their debt issues. You are organized, good at pn ti offer to adjust your work schedule Wuxi  necessary to accommodate schedules for the Revenue Team. Your attendance is compllen with Policies and Procedures. 

oh Element #7 — Work Place Safety: This job element is not rated. There are no compliance issues. 

AA000042 
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Employee Evaluation & Development Report — P 
Employee  Name: .  (Last  
,mployee ID #: 25693 

O'Keefe 

(B) 
Weighted 

Value 

(C) 
Weighted 

Rating 

(A) 
Rating 

14. Job Elements (Transfer from Employee Work Performance Standards feral 
d provide a numerical rating of I DMS; 2 MS; or 3 et ES for each job 

lemen t in column (A). 
le. Development Plan & Suggestions: (Ilse supervisor addresses how the  egioloYee Can en hance Pe*Inciace and achieve standards  indicates recommendation for fitrther development and training. This section should be &messed with the employee.) 

In your last Employee Appraisal we listed working on those accounts that were referred to the Revenue Unit by the Audit Unit. Over Past re!low period you preceded to all late stage collections on these accounts including referring them to the collection agency once ollectscut efforts were exhausted. Thank you for your attention to this project. 

During this next review period I encourage you to continue review your Revenue Unit aged receivables including Waling them to collection agency if all late stage collection efforts are exhausted. 

Ink You for your dedication to Motor Carrier this past yeas. We appreciate your collection efforts as you assist debtors in resat ' eir account issues while collecting Revenue owed the state of Nevada. We also appreciate your involvement with the Division' McF ish" program. finding ways to make working more fun and involving the staff in team  spirit  activities. 

Distributions Original to Nevada Department of Personnel; Copy to Agency; Copy to Employee NPD-15 Rev. (3/09) 
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9. Work Performance Standards: 

Plobtsgpnery 
6 month Probation/Trio): 

12 month Probadon/Trial: 

(check one): 
214  month 
34  month 

Agency Use Only keZENI  
DEC 1.6  MB 

,o, wows 

Lise Only 

MI DEN 5 P 2 148 DEPARTMENT OF PERSONNEL " - 
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT 

1. Employee Name'. Last O'Keefe 
	

First Cara 
	

Initial L 

2. Class Title: Revenue Meer 11 
	

3. Employee 10 1: 25693 
t. DcPUDiv/Section: DMV/Motor Carrier  Division/ Revenue Ur* 

. Agency If (3 digits): 810 HOMO Om Bo them: 4717 Paraders Control CC4036  

5th  month 0 Other 
'74* month 0 110  MOla DOther 

are an accurate reflection of the position 

. Data Evaluation Due: 12/11108 

Annual 0 Other 

will be revised to reflect changes 

• Dote Next Evaluation Due: 17/11/09 

ft1111111101 (check one): 

10. Overall Rating from Page 2, Number 14 (check one): 
0 Does Not Meet Standards 	OMeets Standards 

 

Exceeds Standards r,T4 

  

Ifs rating of "Does Not Meet Standards" is given, another evaluation must be completed within 90 days. The rating olaY affect actillstMemts in salary based on mejit (NAC 284.194) and longevity pay (NAC 284.270). 

1/. 	f 	Revenue Officer HI 	Date: 17110/011 
1. Employee Comments: (N 2 	requires that you complete this session and sign the report on perfonnonce within 'working days qfiekiscussion witH .Lour supervisor. if you disagree with the report and request a review, you must epee& the points '11disatreem 	 U ent) 	Agree 	Disagree 	D Request Review 

Date: 2,1itileel 	omilddiyy) , 

Rater 
MO ," I 

Reviewing Misers Signature & Title: Date: 	efenidd/YY)  
13. Appointing Authority Review: ga Agree 	Disagree (Comment Requirap. 

 

, 	01,57YKT,_ Distribution: Original to Nevada Department orPersonndi  yto AVM; CoilY to Employee NPD-I5 Rev. 10/07 
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• 	• 
Ise! & Development Report  - Page 2 

Cam 
:mployee OD #1 25693 

1 

1 

03) 
Weillided 

Value 

(C) 
Weighted  

Rating 

14. Job Element* (Transfer from Employee Work Performance Standards form and provide a numerical rating of I ,., DMS; 2 in MS; or 3 se ES 'for each Job 
In column (A). element 	 -....4 

(A) 
Rating 

Oh Eletneat NI: Process Delinquent Aceolmts 
'Using the description below, Revenue Officers are responsible for the processing of delinquent Motor Cattier neonate to determine the applicable fees, taxes, penalties. Interest, and/or a dminktrative Once due by the licensee, 

3.00 40% 1.20 

Description...0 Dampest Amount Preening% 
1. Pretesting Delinquent Licensing Documents 
2. Processing Delinquent Tea Returns 
3. Preparing Notification Letters 
4. Compliance Violations end Delinquent Account Lists 
5. Referrals 
6. Clearing Account Stops 
7. Administrative and Show Cause 

Delinquent accounts are to be processed using the established pldelines and procedures. Ego itevenue OMser Desk Procesturesieupecific detailueleseh task% 
, During the probationary period, steady progression must be noted as follows. 

BY the end o( the 3°  month, the Revenue Officer must be able to post delinquent licensing documents and tax returns, prepare et  and r° instance letters, deposit fends, and clear account sloes, with general assistance. 

"Sy the end of the 7" mouth, the Revalue Officer must also be able to prepare 3 ° — 4°  instance Jotters, with general mistime. 

By the end of the 11 6  month, the Revenue Officer must be able to perform all aspects of delinquent account procees lug with general assistance. 
:fob Element fat Collection/Refeirral - Delinquent Accounts 2.00 20% AO 
Using the description below, Revenue Officers are respousible for the collection and referral of delinquent Motor Carrier accontals. 

Dr:acetones of Collection mrd Referral Delinalicnt Accounts 
I. 	Stipulated Payment Agreements 
2. Bad Debt Collections 
3. Liens/rine Stops/Band Claims 
4. Bankruptcy Proof of Claims 
6. 	Referral to Otill 
6. 'len Release 
7. Administrative and Show Cause Hearings 

The collection and referral process fin delinquent accounts are to be followed using the established guidelines and procedures. See Rerepue Qinteerresk Procedures foupenfle details oucacktask. 

During the probationary period, steady progression must be noted. 

'By** end ofthe 3"month, the Revenue Officer should be able to process a bad debt payment, . 4119 a lien or title stop, and enter into a stipulated payment agreement, with general assistance. 

By the end of the 7' month, the Revenue Officer must be able to file a proof of claim, refer VI account to OSII, and assist with Admhtistrallve and Show Cause Hearings, with general nsistance. 

.By the end of the 11' month, the Revenue Officer must be ablate , - . 	.all as. • ' ' of 
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• 	• 
Em ep_q_.e A Meal & D_J!ip..‘__Eilt(LE_It Re ort — 
Employee Name: (Last)  

idr.lob Elements (Transfer from Employee Work Performance Standards fomi 
d provide a numetical rating of 1 = DMS; 2 = MS; or 3 = ES for tank job 

lancet in column (A). 

(A) 
Rating 

On 
Weighted 

Value 

(u) 
Weighted 

Rating 
Section and referral processing with general assistance. 

or job elements fa 4 2e Any nneorreeted errors that carry over to the reports used to re 
 

the recalikly stats, ere deemed en error against the Revenue °Meer responsible the transaction. 

10% .20 . b Eitmmet St Stalbtical Reports and Corresponding Logs 
us Officers arc required to prepare, review, verliY, and evaluate all statistical documents 'or accuracy and completeness. 

formation is gathered by extracting data Rom a variety of seeress, such as paradox database lea, letter and cheek logs, spreadsheets, system repass, and other similar documents. 

Ws used to prepare statistical moils must support the findings submitted. Supposing . mammas must be attached to report 

Mess otherwise notified, Revenue officers must reconcile their check log each week by 300 m on Wednesday to allow the timely oorapiedotrof the weakly stets. The final weekly *dilation (needed to complete the monthly stats) must be completed by noon, on the first business day of the month. 

y uncorrected errors that early over to the reports used to prepare the monthly stats, are .teemed an error against the Revenue Officer responsible for the transaction. 

!helms otherwise notified, weekly statistics arc due by 10:00 am on Thursday. Monthly am due by MOO on the second business day after the close of the month, unless advised. 

200 

ob Element 641 Training 
As directed by the Revenue Supervbor, swum bi-weddy goats established for training meet dse , — bements of the WPS. 

When applicable, ensure review periods with the Revenue Supervisor are held on a bi-kly basis to determine effectiveness of training. 16: if special training has been held or is requested during **period. 
• Complete Division Evaluation Penn and discuss with trainer and Revenue Supervisor if additional training is necessary. 

IP . Provide training to the newer Revenue Officers as requested. 

Revenue Supervisor will meet with the trainer at least once per neon*, as applicable; to the training of any new or probationary employees and aware the Divisional goals are g nut Itte new employee must ensure training coincides with WPS requirements when melba for completing specific assignments are noted in the WPS. The new employee should , bows any applicable training that is lacking or concerns regarding training with their Su 	. . as Ma aS concerns arise. 

2.00 5% .10 

. 

ob Elament OS: Other Dudes ns Assigned 
A. 	Special projects as assigned by the Revenue Supervisor. 	 ' 
Et 	Assist other sections of the Motor Cafflor Division as requested. C. 	Preparation and submission of DARE, dustsheets, phone logs, letter review*, and other routine Administrative tasks assigned. 

*Errors are counted Wiener went out with uncorreeted arms and is not discovered until atter being sent to the carrier. 

2.00 5% .10 
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1 

Employee Amelia & Development RePort P 

14. Job Elements (Transfer from Employee Wort( Performance Standards form and provide a numerical rating of I 0. DMS; 2 	MS; or 3 .. ES for each j element in column A. 

(A) 
Rating 

3.00 

(3) Weighted 
Value 
20% 

1 

1W 
Weighted 

Rating 
.60 Job Element PC Related Factors 

Work Adjustment, Adoptability. end Comer:diem Demonstuaes ability to accept week ,raciliatneldn and adapt  to change in mutineer other process. Demonstrates ability to willingly 'accent authority, instruction and constructive aitloism. Maintain hemostats work relationship and self-control and is not unduly Influenced by coo-walkers opinions or attitudes. 

rldaginil 
4 	, castrates ability to consider all facts leading to a logical conclusion. Does not make rash decisions leading to negative consequences. 

laidative;  
Demonstrates willingness to take on added responsibility and originates or develops new and better ways of doing things. 

Nts: eLlsgan .. 
Paithittlness in coming to work on-time and conforming to established attendance guidefmes. Call-ins must be made to a Supervisor at least 15 minutes prior to the start of your scheduled shift. 

Habitual use of sick leave in conjunction with scheduled days offend/or holidays abuse of broil/lunch Privileges, tardiness, and excessive distractions such as personal telephone calls and conversations outside of breakilunch periods am not acceptable. See MCD 02.01 for attendance puldelkoes. 
Job Element fin Work Place Safety Insure.  adherence to established Department safety guidelines. 

Not Rated N/A Not Rated 

Overall Rating (Sado: Ito I .50 la DIM; 1.51 to 240 Isle; ail to a = ES)           , 	 o   	t    
(4 

	net(NACWOO tongevi t y pay (VAC 284270. Another evaluation mat be ocenkleted within AO 	RS 284.340 
233 24*  

1 
1 
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4. Job Elements (Transfer from Employee Work Performance Standards form 
provide a numerical rating of 1 DMS; 2 to MS; or 3 ni ES for each job Rating 

(A) 

lament in column A). 
IL WNW* Comments: pi "does net meet nandardr" rating/or on yjob alernent sad breirsde der/1*d explanation (jd? deficiencies) ob Element 01 —You earned an Exceeds Standards in Processing Delinquent Accounts. During the last 12 months, you completed  a 
tel of 1,585 letters for MI overall average of 132 letters per month. This represents 51.8% of the team's letter production during that lime period. You processed 91 tax mon& During this appraisal period you processed the unit's deposits at least 25% of the time were the unit's assigned prinury phone responder 25% of the time. For the past 10 months of the review period you performed the celdy reconciliation of the team's individual statistical logs. 

oh glean:fit 02 — You earned a Meek Standards In Collecdon/Referral Delinquent Accounts During this review period you've teemed ditty seven (37) NSF/Bad Debt collectkm transactions. You've testified at, or been available by phone to testify at twelve (12) inIstrative hearings. You've filed one hundred and fifty five (155) liens and numerous title stops. You follow-up on your accounts d proceed to the next collection level if necessary. 

ob Element 03 - You earned a Meets Standards in Statistical Reports and Corresponding Logs. Continue to make sure you reconcile 
Check log weekly with specific attention to make site any ettOts have been corrected 

oh Element 04 You earned a Meets Standards in Training. Your assistance in helping others ht the Division as well as the other Revenue Officers in the unit, particularly during the first six (6) months of this review period, was very mach appreciated. 
ob Element NS You earned a Meets Standards in Other Dates as Assigned. You continue to be a team player and willing to Mist the ivision. You offer to help others and anticipate when extra coverage is needed. You are sensitive to wodcloads in the unit and help enever you can to complete tasks. 

oh Rieman #6 - You earned an Exceeds Standards In Related Factors: Work AtOutmwd, Judgment, InItiattv4 and Attendance. rou demonstrate use of good judgment in woddng with customer; and co-workers. You are receptive to accept any additional projects that maybe asked of you. You are dependable and your attendance Is compliant with the policies and procedures. You follow State reguladonallaws and division policies & procedures. You volunteer ideas and follow through organizing division activities and we appreciate your assistance in this. 

Job Element #7—Work Place Safety: This job element is not rated. There are no compliance issues. 

113. Development Plan & Suggestion?: (The supervturr addresses how the employee on enhance performance and achieve standards, indicates reconunendatton far firrher developmen rand trebling.ThIt,eCliouhiØtildbe discussed with the employee.) 
In Your 1st  ardeakel review we listed warbles on increesing your letter count by at least 5%. You increased your letter count by 62°4 exceeding your goal by over 57%. Thank you for your dedication to Osamu* of violation letters and for Elias kW on non paying customers. Also listed es a goal for this past year was to complete your training in late stage collections which you lava completed. 
For this sat Year I  would suggest that you continue to work on the accounts that are refuted to the Revenue Unit by the Audit Unit On that once all  collection efforts are made we can proceed to late stage collection and possible referral to en outside collection agency if deemed uncollectible. 
Timmk you tbr your atonal= to your moon and erfortsto collect the debt owed to the State of Nevada. I appreciate your willingness to help the other en_Aveses In the Revenue Unit as well as helping theater Dolts too. Thank for being a Motor Carrier Division team Mayer.  

Distribution: Original to Nevada Department of Personnel; Copy to Agency; Copy to Employee NPD-15 Rev. 
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09,01- 

Aorst of 2001 to Corson Cily, Iwas cited fa' spadiolliiiMot* 
r eas pig 46 in to VI sew The tichot mos to e Mai of $56.00. This 
ticket Ow keen paid a *ore aro so further cooseparacos. 
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178 884 4884 P. 10 

Maned Marlondt 
eirsear 

flUO-28-2001 11E 10:25 NOP/ PERSON/EL 
Santo of Howl* 

FAX NI 

AUG t 4 NM 

Mara 

1 

1 

DFP*xTM5NTO MOTOR VESICLES APIS room urcrif 
Field Soviets Division 

EMORANDUM 

DATE: 	August 7,2001 

TO: 	DMVPS Budget Analyst 

FROM: 	Dana Maddens, Central Services & Records Administrator 

SUBJECT: JUSTIFICATION TO FILL VACANT POSITION 

Authwintion s volutotoil to fill ato following vacian position: 

I. 
, 

Budget AecOunl 0: 4741 	 Classification Code: 9.919 
Position Control 0: CC7098 	 Grade: 23 
Classification Title: Microfilm Operator 11 

2. This position is critical to: 
Public Safety ct 	 Clem Care st 	 Essentit' d 

Services S 

. Date position became vacant: 	If vacant for longer than 30 days, explain below 
New Position 

4.  Row did the pbsition become vacant? (temination. transfix-04 retirement, etc.) 
New Position 

5.  Reason for the urgency to fill and/or consequences of not Ming vacancy: 
This Department does all the microfilming for the entire State, end stand at a 1 year backlog at this time.'" 
can not get other agencies the requited paperwork (1 0skors to titles  and &Pm license) in a timely tamtme° 
unless a fb11 night shift is established to eliminate backlog. 

renomawasep ograasarse....emarasm.....1 

6.  what is the position's funding sourceli 	way fund 

K Approved for hire on: 	/1) - I  - f c/ Not apptoved for hire 

e- 	- vi  
Date Budget Analyst 

 

1442e0Poothealustdlefanen/toquestuffronn1Posagehasifkaft Cnn 
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Signature: 

I Isave (ehetk one) l/ read the pamphlet or 	viewed the videotape, entitled 
"Workplace Safety: Your Rights and Respondhilities" and I anderstand neY right* sad 
retpousibIlities for safety in the workplaes. 

Employee A  
Nome: 	&ft 0 1k4e,. 	Date: W-ACA  

Place of viewing the 
videotape: 

Employer's Nesse: Department of Motor Vehicles and Public Safety 

DiVbiee $nLJ  

Employer's 
Signature: 

Any employee who does not understand this pamphlet should 
contact his or her supervisor, employes representative or the 

Division of Industrial Relations of the Nevada 
Department of Business 1 Industry. 

Las Vegas: (702)486-5016 
Reno: (773) 688.1474 
Elko: (775) 753.1169 
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Nem 
LMIL. diall..13212142.1 

U.S. Department 01 Jusdce 
ation and Naturalization Salvias 

.1,1",:f.1471 AIX I*,  Fe,.1A11:1.7:  

trisaliele form.nratearberaiirelbr"INA 	NOMPlednge mew" tatt"Cal  casuggossel" itilliti"k"lagionanivatworedglittleavallairtedieldualil."1"=fest 
CANNOT speedy which Ora:amends) they will nowt tram an employee. Ito refusal to Pre an bellaidual bramose of 
tithes exphation date may also eceolitute nod draerlarkaaden, 

I am aware that federal law provide* for 
imlarlsoltatellt andror Ines for false seelesnemte or 
use of false documents In connection with the 
completion of this ferm- 

............... ......0.4=tha......16_.____ 	.. — --- 
Tels I 	poet, of radon OM I eta Orme ors d the faltsmosee 

A desert asesestalthe West Wes 
A Lerdol ParevereFicsiden Wen 0  A 
An elfse emetteteedto steel _1_1,___ 
(Ake 001 Asuman e 

Etnotoyee's Sognattre 

P=Alwaieso 

eampilled EMU *need Sodom os gresered to a person 
that I haw asearead sr Se eempareen of as kw mit bet 

Prepareeefferesestoro Siloam) 

address (Straw 

Pitte Nemo 

Cna2g43":22 912a1 900mgedffid era ranee by engineer. 	ett=erawa a.7"466dotlested host 18111 A OA commune ette demote hem Um II ati oats hem Use C ea Roden ea Mena WENS tann and more the tee matter and engerlan etas.11 any, of ete etectiotemel 

Lot A 

Document tale: _ 

wan authority: . 

Document a: 

Ellin:then (IMO gm) 

DOCUMONI 

Elevation Date 4, amp) 	II  

OR 	 Use rrifr_  
AND 

.S5Sk. 

	LIM C 

CERTIFICATION • fattest. under penalty of perjury. that I have eserelned the domenentra) presented by the above-nanted employee, that the above-Hated document(*) apx110 genuine arid to relate to the emptily.* Meted, thin the employee began employment on enonfehisyiyead 	I 	• 	end that to the best Si my bsowiedge the employee Is eligible to work in the United States. (Ste emp 	egenoles may omit the rade the employee began employment).  
3111113yo of ETleems a Authwee Aaptesenteme 

DMV & PS 

Mar 
Mesa iStmet Name and Member. QM 
555 WRIGHT WAY 

Eltsweeb,s gammeen lip Coda) {Cate porithidirvesq 

Section 3. Updating and ReverIllcatIon. To be complated soma br (MOW 

	

4 mow Name vt aopficaole 
	

IL 0e— ill dWe Imanaeda Amer) øappttceafei 

C. It 
'1'1116°2" Pteia"" Dial" I"  "" nutty:0411ton ute mom% ammo via adommeon term In the document 5151 051150005 tureen enmarenern eb9061V 

	

Documoot Teo. 	 Document o: 
	 potram Meld eny): 

anNt• under penally of eenert. list  le the beet of my itrwelease, tels easplovee Is eel** to wen In the indigo Stews. one 0 the eiteddVee Presented doeumentle). the Ooolonont(e) I have entnernee appear to be ammo Dad 'Drag° to" .nalvidlual• UujmnuteUI EMOIOVer of Authorized 	 tmosen 
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" • • • 	• 	Cut hero and elm Farm W-4 to your onelopor. Keen the  toP iforilTro Vein liscorde• 

ran W4 I 	Employee 's Withholding Allowance Codifkatte  0.03.3.0e. Poem. 	
2 $ 1 1 n7. %wow WOO _, 	 D. FOr Privacy Act and fropensmoli Rotherham Act 	soo 	2. t typ. Cu pm yaw test MOO elal ontdola Mal WI 	 S .  Taut reddest." forge 

, ...„..., gtn.. OolobOr,ILLOVOI Or Tung pill 	_ 
a 0 Sande 4-4-7-..'ap "—eked 0 Monne. bat voahatd 44 Mewl SIN* lots 

Cu loon. Ilea nor 	 4 
- 

Total toonber of allowances you am calming (from tine id above or ham the applicable wortorhoot on pogo 2) 1311111114  
Additional amount. si any, you want withheld from etch paycheck 	  17/ Mar 0444 T t  claim oremplion front withholding for 2001. and I certify that I nod bath of the following conditions for eiremptIon: 
o Loy year I had a right to a refund of all World income Ise vdthheld because I had no tax Ilablitly and This year I sweat a rotund of fl Federal OTCOMO tax withhold because I expect to have no teri 
Ityou noel both coisditions, vette Inernpr hare 	 a.  

,Mdel Somttlos PolhoY7ivoroh,  that two yCl5 	tha ralodxs DI oithhcohno allowmess claboodin no owelloote. ml on woad to eon ootroat onee errployoott rognakoo A  
• worm 5 nal mad 

iiO$5UIJmaIU 5. P AVA 	(NI rier) 	 nolo lo V V .VOk •■eit • -- • ° --"sara4  "‘"---- ;;;a‘'°7.a 1G-4=1 	"wow 	04, ttOdee a. IM 1 {  Otte ado 10 Employe, otanthraban rumba 

S‘vili/ /1.5—s 	 t 	 yeh 	 R1°96* is/ 7V1 
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OFFICE OF THE GOVERNOR 

POLICY AGAINST SEXUAL HARASSMENT & 

DISCRINIDIATION 

• 	• 

SEXUAL HARASSMENT AND DISCRIMINATION 
POLICY ACKNOWLEDGEMENT 

EMPLOYEE NAME: 

EMPLOYEE ID#: ___6/ 6(Qq3 

DEPT/DIV/AGENCY/ORGN: 'No LEV111 

   

M I have read and understand the Governor's Policy Against Sexual 
Harassment and Discrimination. 

EMPLOYEE SIGNATURE 

DATE I lag \ill 

SUPERVISOR SIGNATURE 

DATE 	12-7 (0)  

    

  

RECEIVEr% 
AUG 0 6 2007  

PERsr DEFir oF reolis  
OPROB 

 

NAWF'DOCSWRNATSfrmATS-253.dou 
Revised; 6/15/07 
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0 No 
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	Age 	Use On 	 Personnel Use Only ncy 	ly 

	

, 	RECEIVED 
,...,.. 	, 

Nov 2 8 2007 

NM NOV 28 A 'I19 	tit:, -we' 

	

# 	 NV DEPT. OF 	ne  

DEPAREARENT OP PERSONNEL PER91714144' ftet414ww  

EMPLOYEE APPRAISAL & DEVELOPMENT REPORT 
1. Employee Name: Last O'Keefe First Cara Initial L 

r . Class Title: Revenue Officer II c •  EmplOyee ID ft: 25693 

4. Dept/DN/Section: DMV/Motor Carrier/Revenue . Dale Evaluation Due; 11/1007 

. Agency it (3 diglig): gio Home Org ft el 004: 4717 Position Control ft: 
CC40 6 

• Date Next Evaluation Due: 12/11/2008 

. Pr. •.•i' • 1 .. I 1.1, 1 - =SAL* (click one): 
6 month Probationrrrial: 	• rd  month 	Sth  month 0 Other 

12 month ProbadonfIrial: 	U 34  month 	7d1  month e ie.  month III Other 

Permaneot (click one); 

ED A
-  
nnual 	0 Other 

so be liaised to reflect changes . Work Performance Standards! 	0 are an accurate reflection of the position tgl 
10. Overall Rating from Page 2, Number 14 (click ono): 

Standards 

completed within 90 days. The rating may 
284270). 

Dote: 11/13/2007 iamb' d 
and sign the report on performance within 1 f 
request a revkw, you must spec* the points o 

• Does Not Meet Standards 	ill Meets Standards 	0 Exceeds 

If an overall rating of "Does Not Meet Standards" Is given, another eivaluation must be 
affect inliustments in salary based on merit (RAC 284.194) and longevity pay (NAC 

Raters $1 nature & Elie: 	/0 	 Su_Aud 0 
II. Employee Comments 	(MC 284.470 requires Matyou complete this section 

• .% g days after di:saurian with.Laur supervisor. r 	agree with the report and 
. isagreement.) 	0 AVMilL Disagree 	0 'Request Review 

. • ee's Signature: AIM It 	11°  .r. 	 • 01° 	 Date: 1% 	LO 	'timid ,  
12. Reviewing Officer Re ll'w: 	Ilr 	_r .211 	Konvant liquire(0  

Reviewln • Officer's Si • nature & Title: 	 Date: 	 (noWd 	) 
13. Appointing Authority Review: 	4 Agree 	I Disagree (Cotenant Required) 

t Appoinfln Mtn. 	' Signature & Elie* , / 	 lI 	
' d v 	Date: 	 (mmkkilyy) _ _ .L 

don: Origheal to Department I hymn* Copy-i) Agency; Copy to Employee; Coiy to fininivbor 
POD-IS Rev. 7/03 

DEC 05 	
_CI 209 

AA000064 



Cara Employee Name: (Last) O'Keei I (Initial) L. (First) 

(A) 	(3) 
Rating 	Weighted 

Value  
2.00 	55% 

(C) 
Weighted 

Rating  
1.10 

Employee Appraisal & Development Report - Page 2 

2.00 	 .10 

Em .lo ee ID #: 25693 
14. Job Bement% (Transfer flora Employee Work Performance Standards form 
and provide a numerical rating of 1 DMS; 2 MS; or .  3 i= ES for each job 
element in column (A).  
Job Bement #1; Pr00288 Delinquent Accounts 

sing the desniption below, Revenue Oilikersa responsIble for the processing of 
Motor Carrier amounts to determine the applicable fees, taxes, penalties, 

treed, and/or adndnistrative tines due by the licensee. 

1. Processing De/inquest U man 
2. Processing Delinquent Tax Relents 
3. Preparing Notification Letters 
4. Compliance Violations and Delinquent Account lists 
5. Referrals 
6. Clearing Account Slops 
7. Admbistrative and Show Cause 

delinquent accounts are to be processed using the established guidelines and procedures. SOO 
Belerse_QtfteRg 	feilegatunsoliptenglgtakeLmdussk, 

During the probationary period, steady progression must be noted as follows. 

By the end of the PI month. the Revenue Officer must be able to post delinquent licesulog 
documents and tax returns, prepare ita and 2• 4  instance letters. deposit Orals, and clear 
account stops, with general assistance. 

By the end of the 7* month, the Revenue Officer meet also be able to prepare 3 14  — 4th  
instance letters, with general assistance. 

By the end of the 11* month, the Revenue Officer must be able to ruff= all aspects of 
delinquent account processing with penal assistance.  
Job element #2: CeSeetiontHererral - Delinquent Accounts 

Using the description below, Revenue Memo are responsible for the collection and 
referral of delinquent Motor Currier accounts. 

5fl ØLm  
1. Stipulated Payment Aspeemenb 
2. Bad Debt Colleulloes 
3. Liens/11de Stops/Bond Claims 
4. Banicroptey Proof of Cbhns 
5. Referral to OM 
6. Lien Release 
7. Adminbtrative and Show Cause Bearings 

The collection and referral process for delinquent accounts are to be followed using the 
established guidelines and procedures. See Revenue,Officallesk tiocedtarps for mato 
deedls on each task, 

During the probationary period, steady progression must be noted. 

By the end of the 3 111  month, the Revenue Officer should be able to process a bad debt 
payment, file a lien or tide stop, and enter into a stipulated payment agreement, with general 
assistance 

p tha end of the? month, the Revenue Officer mat be able to file a proof of claim, refer 
account to OM, and assist with Administrative and Show Cause Hearings. with Meng assistance. 
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• 	• 
Employee Appraisal & Development Report- Page 3 

Employee  Name: 	(Last) O'Keefe 	 Mint) Cara 	 I (Initial) L. 
Employee ID #: 25693 

14. Job Bements (Transfer from Employee Work Performance Standmds form 
and provide a numerical rating of I = DMS; 2= MS; or 3 = SS Sar each job, 
element in coltunn (A). 

(A) 
Rating 

DV 
weighted 

Value 

(C) 
Weighted 

Rating 
By the end 	the II mouth, the Revenue Officer must be able to perform all aspects of (Wham and referral processing with geoeral assistance. 

For kb elements #1 dr 2: Any uncorrected errors that carry over to the reports used to prepare the monthly state, are deensed an error against the Revenue Officer responsible for the transaction. 

Job Element 03: thedistical Reports and Corresponding Logs 
Revenue Officers are required to prepare, review, verify, and evaluate ail statistical documents for accuracy and completeness. 

Information is gathered by extractiog data from a variety of sources, such as paradox database files, letter and check logs, speadsbeets, system reports, and other similar documents. 
Records used to prepare statistical reports must support the findings submitted, Supporting documents must be attached to report 

Unless otherwise notified, Revenue officers non reconcile their check log each week by SA Elle_ jn Wednesday to allow the timely completion of the weekly Mass. The final weeldY tion (needed to complete the monthly slats) must be completed by noon, on the first Zeints74s day of the month. 

Any uncorrected mars that carry, over to the reports used to prepare the monthly state, are deemed an error against the Revenue Officer responsible for the transaction. 

Unless 02letWhe nodded, weekly statistics are due by 10;00 am on Thursday. Monthly statistics are due by noon on the second business day after the close of the month, =legs . therwise advised. 

2.00 10% .20 

Job Bement #4: Training 
As directed by the Revenue Supervisor, ensure hi-weekly goals established for training meet the requirements of the WM. 
B. When applicable, ensure review periods with the Revenue Supervisor are held on a bi-weekly basis to determine effectiveness of training. IS; If spacial training has been held or is initial rerptested &Wag the period. 
C. Complete Division Evaluation Form and discuss with trainer and Revenue Supervisor if additional training is necessary. 
D. Provide training to the newer Revenue Officers as requested. 

The Revenue Supervisor will meet with the trainer at least once per month, as applicable; 10 discuss the Paining of any new or probationary employees end ensure the Divisional goals are being met The new employee must ensure training coincides with WPS requirements when timelines for completing specific ateignanas are noted in the WPS. The new employee should discuss any applicable training that is lacking or concerns regarding training whit their Supervisor, as soon as concerns arise. 

2.00 

. 

.20 

Job Element #5: Other Dales as Assigned 
A. Special projects as assigned by the Revenue Supervisor. B. Assist other sections of the Motor Carder Division as requested. C. Preparation and submission of DAMS, diorsbeets, phone logs, letter review*, and other routine Administrative tasks assigned. 

*Emma are counted if letter went out with uncorrected errors and is not discovered until abet being sent 10 the Carrier. - 

2.00 5% .30 

Job Element #6: Related Photon 
W2*-AegftilattAlkilibikatf-s" Demonstrates ability to accept work assignments and adapt to change in routine or other process. Demonstrates ability to willingly accept authority, instruedon and constructive criticism. Maintain harmonious work 

3.00 • 

211 
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• 	• 
• 

Employee Appraisal & Development Report - Page 4 

Em • o ee Name: 	Lost 	O'Keefe 	 (First) Cara 	 I (Initial) L. 
Employee ID ft: 25693 

(A) 
Rating 

(5) 
Weighted 

Value  

(C) 
Weighted 

Rating 

14. Job elemenb (Transfer from Employee Work Performance Standards form 
and provide a numerical rating of 1 = DMS; 2 .2 MS; or 3 - ES for each job 
element in column (A . 

lationship and self-control and is not unduly influenced by co-workers opinions or attitudes. 

llilkitli 
Demonstrates ability to consider all facts leading to a logical conclusion. Does not make rash 
decisions leading to negative consequences. 

Maks 
Demonstntles svnikelless to tab on added responsibility and originates or develops new and 
better ways of doing things. 

&lamb= 
Feb1161111058 in coming to work on-time and conforming to established attendance guidelines. 
Cali-ins must be made to a Supervisor at least 13 minutes prior to the start of your scheduled 
shift. 

Habitual use of sick leave in coefuncdon with scheduled days off and/or holidays, abuse of 
break/lunch privileges, tardiness, and excessive distractions such as personal telephone calls 
and conversations outside of break/lunch periods are not acceptable. See MCD 02.01 for 
!attendance guidelines.. 
Job Element 47: Work Place Safety 
Ensure adherence to established Department safety guidelines. 

N/A N/R 

Overall Rating (Scale: 1 to 1.50 = DMS: 1.51 to 2.50 • MS: 2.51 to 3 et ES) 
(A "does not mat standards" Puling mayoress adjustments based on met (NAG 384.194) old 
10  r...:■ MAC 284170 Another evaluation must be — , 'steal within 90 284,340. 

2.17 100% 2.20 

15, Rater's Comments: (A "does not sneer standards" rafindartraWob skottrot ONE Include a detailed explanation njthe altiecteseter.) 
Job Element e i - Cara, you have earned Meets Stan 	in Processing Delinquent Accounts. Dining the first n months, you 
have completed 8 total of me letters, for an overall avenge of pia pr month. In addition you have processed = tax 
returns, for an average of 30.27 per month. During the review period, you also completed 41 renewals. Although the number 
of accounts processed remains steady you'vehad an increase in errors resulting in a Meets Standards in this Element. You've 
been asked by new Revenue Officers and other staff fOr assistance and experienced many interruptions during your work day 
while attempting to produce a high volume of sanction letters, do deposits and respond to eras from branches and customers. 
I believe the increase in errors Is an isolated issue and a direct result of the interruptions you have experienced this past 
review period. I appreciate your wiIIingness to help others and commend you for your team spirit. As the sew members of 
the Revenue 'ream become more experienced I anticipate you will be interrupted less. I encourage you to make sure the 
,quality of your own work products are not sacrificed. 
,1013  Bement in -Cars, you have earned Meets Standards in Collection/Referral - Delinquent Accounts, Accounts are well 
documented and you are ready to proceed with late stage collection efforts on some of your accounts. 	• 
Job Bement #3 - Cara, you earned a Meets Standards in Statistical Reports and Corresponding Lop. Continue to make sure 
you turn in your weekly reconcilation of the checking timely with specific attention to make sure any erros havebeen 
corrected. Please reconcile your logs with the entries made in the Paradox software to assure that your work is in balance. 
Also please pay close attention to the interest calculations to assure the Carriers are being assessed the correct amounts. 
lob Element #4- Cara, you have earned Meets Standards in Training. Your assistance In training the 3 new people in the 
department this past month has been very helpful to the Revenue Department. 
Job Element Og - Cara, you have roared Meets Standards in Other Duties as Assigned. You continue to complete your MRS, 
timesheets, phone logs, and other Administrative tasks as assigned. 
Job Element o6 - Cara you have earned Exceeds Standards in Related Factors. You continue to be very cooperativeand you 
provide help to others in the Motor Carrier Dtvison. Your decision process and use of good judgement th consistent with the 
Revenue Department policy and procedures. Your attendance is compliant with requirements set forth Incur P & P. In 
addition to the volume of dally work you are also a volunteer in the Activities Committee. We appreciate your extra efforts in 
working on this committee. You are also co eoperative in assisting new Revenue Department staff in addition to responding to 
questions from other Motor Carrier Division staff. Thankyou foryour help in this area. 
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Department of Motor Vehicles 

I have (check one) 	 jr 	read the pamphlet or 	viewed the videotape, 
entitled 
Workplace Safety: Your Rights and ReeponelbiliNee and I understand my rights 
and responsibliake for safety In the workplace. 

Employee Narce:XASkiS 1, OWe. 	 _ Date: 4„2//-0 4  

Piece of viewing the videotape: 

Employees.Neme: Department of Motor Vehides • 

Division: 16,21:1  o te. ditkiekie. e,  

Any employee who does not understand this pamphlet should contact his or her 
supervisor, employee representative or the Division of Industrie, Relations of the 

Nevada Department of Business & industry. 

• Las Vegas: (702) 486-5018 
Reno (775) 688-1474 
Elko: (776) 753.1169 
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Etnproyee Appraisal & Development Report Page 5 

Emplo ee Name: 	Last 	O'Keefe 	 (First) Cara - 1_11nitial) L. 
Em. I. ee ID #: 25693 

14. Job Elements (Transfer from Employee Work Performance Standards fonn 
and provide a numerical rating of 1 .  = DMS; 2 = MS; or 3 v ,  ES for each job 
element in column (A). 

(A) 
Rating 

iel 
Weighted 

Value 

(C) 
Weighted 

Rating 
16. Development Plan & Suggestions: (The supemisor addrasat how the employee 
indicates recommendation,fir flanker development and training. This seetion should bethscassal with 
As indicated in your last review, as you continue to work the accounts you will become 
!collections such as Tide Stops, Bond Claims, Bankruptcy Proof of Claims, Referral to 
and Show Cause Hearings as the primary Revenue Officer. Completing your training 
prior to your next annual review. 

You continue to progress as a Revenue Officer and when you experience new tasks 
the instruction, work through the correction, and follow up where necessary to assure 
software applications that are involved. Please continue to follow on your accounts 
older accounts. You demonstrate on a daily basis a positive attitude and are firm but 
calls to the Carriers. Thank you for setting a positive example for the Revenue Team. 
As you expand on your experiences you are taking the role of a senior .  Revenue Officer. this next year would be to work on increasing your letter count by at least 596. 

As mentioned in Job Element #6 of this review, you are making your self availabl e  to recognize that this tabs your time and I appreciate your efforts th this area. Also, I 
other branches and assisting them with the transactions when they are working with 
dedication to the Revenue Department and foe all ofyourhanlwork_____________..______, — 

can enhance perjbnnance and achieve standards; 
the caatio.Pee) 

more involved with the late stage 
OK Ilan Releases and Administrative  in late state collections should be a goal 

or need to correct transactions you accept 
the account is updated correctly mall 

and continue working on some of the 
professional when you make your phone 

Also I would suggest theta goal for 

the new staff fer...1.4/112!ningt. 	iss...nuet fl.... th appreciate You =___=a P=0" --- '=".= '-e  our customers. Thank you for your 

Distribution: Original to Department of Personnel; Copy to Agency Copy to Employee; Copy to Supervisor 

NE4N13 Rcv.7103 
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• 	• 
Agency use Only  

RECEIVED .- 	
. 

AUG 0 I 2007 1001 AUG — i 	A cle ti 2 	. 	
_Mt DEPT. OF DEPARTMENT OF PERSONNEL 	rim OREL RECORDS EMPLOYEE APPRAISAL & DEVELOPMENT REPORT 

I. Employee Name: Last O'Keefe First Cara Initial L 

# . Class Title: Revenue Officer II . Social Security tt 

. Date Evaluation Due: 07/11/07 4. Dept/Div/Section: DMV/Motor Carrier/Revenue 
6. Agency 0 (3 tEgits): 810 Home Om # (4 digits): 4717 Position Control it: • 6 

7. Date Next Evalt.ro lion Due: 11/11/07 

. ?rob:Idiom:WPM Peel 	(click one); 	 permanent (click one): 
6 month Pmbation(frial: 	214  month WI month sOther 

12 month Probation/Trial: 	34  month 	7th  month 	11 th  month • Other 0 Annual 	• Other 

will be revised to reflect changes 9. Work Performance Standards: 	tt are in accurate reflection of the position 0 

10. Overall Rating from Page 2, Number 14 (eltok one): 
Standards 

completed within 90 days. The rating may 
284.270). 

Date: 07/23/07 min/ 

0 Does Not Meet Standards 	• Meets Standards 	c4 Exceeds 

If an overall rating of "Does Not Meet Standard?' is given, another evaluation must be 
affect adjustments in salary based oo meiit (NAC 284.194) and longevity pay (MAC 

Raters S 	 f nature & Title: 	ION 	 Supv Aud II 
Ii.  Employee Comments: (NAC 284.470 requires i 	t you complete this section working days afteliscussion with ...Lott,- supervisor. ff 	disagree with the report and 
disagreement.) 	Agree 	IU Disagree 	0 Request Review 

and sign the  Wort on Poicormatice within is 
request a review, you must speefl, the points o 

_ 

' 

Employee's Si nature: 	In 	. 	1 	tio 	0 0, 	, , 	Dote: 'tØ 	frkrnot/dd6y) 
12. Reviewing Officer Rev IMF 	 61 	' :=1  (Comm. r Requrre40 
- 

Reviewing Officer's Signature & Title: 	 Date: 	 (mtn/ddly ) 
13. Appointing Authority Review; Q Agree I Disagree (Conuneni Required) 

' 

eV 	II<1 i 	 1 	 k I I 

to Agency; Copy to Employee; Copy to Supervisor 
NPIN13 tow. 7/113 

A1J6 1 5 2807 
215 
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L 

Weighted 
Value 

(C) 
Weighted 

Rating 

(A) 
Rating 

3.0 
	

5596 

EmOloyee Appraisal & Development Report Page 2 

Employee Name: (Last)  O'Keefe 
Social Security #: 

14. Job Elements (Transfer from Employee Work Performance Standards fonn provide a numerical rating of 1 = DMS; 2w MS; or 3 = ES for each ja 
lement in column (A). 

'Job Bement #1: Process Delinquent Accounts 
sing the description below, Revenue Officers are responsible for the processing of Motor Carrier accounts to determine the applicable tees, taxes, penalties. 'genet, andior administrative lines due by the licensee. 

f(Pirst) Car 

• Processing (Delinquent Licensing Donnnents 
2. Processing Delinquent Tax Returns 
3. Preparing Beatitudes Letters 
4. Compliance Vlelatbns and Delinquent Accent Llats 
S. Reternds 
6. Madam Amount Stops 
7. Administrative and Show Cause Hearings 

liniment accounts are to be processed using the established guidelines and procedures. ka 

During the probationary period, steady progression must be noted as follows. 

By the end of die 3' month, the Revenue Officer must be alde to post delinquent licensing documents and tax returns. prepare I" and 2 °  instance letters, deposit funds. and clear account stops, with general assistance. 

By the end of the r month, Ihe Revenue Officer nmst abo be able to raepare 3 °  - 4" instance letters, with general assistance. 

By the soil of the I 1* month, the Revenue Officer must be able to perform all aspects of delinquent account processing with general assistance.  
Job Bement #2: Collection/Referral Delinquent Accounts 

Using the description below, Revenue Officers are responsible for the collection and refernd of delinquent Meter Carrier accounts. 

latagdiglagAgaggiltaartillefroallialintmentitssamo I. Stipulated Payment Agreements 
2. Bad Debt C011ed1008 
3. Liens/Title Stops/Bond Claims 
4. Bankruptcy Proof of Claims 
S. Referral to OSII 
6. Lien Relniee 
7. Administrative and Show Cruise Hearings 

The collection and referral process for delinquent accounts are to be folirnved using the iesieblisbed guidelines and Procedures. AtLarteme.211ta.121ahogeMBORtleglig *tails 9n each task,  

During the probationary period, steady progression must be noted. 

By the end of the 3°  month. the Revenue Officer should be able to process a bad debt payment, file a lien or title stop, and enter into a stipulated payment agreement, with Snead assistance. 

By the end of the 7 6  month, the Revenue Officer must be able to file a proof of claim, refer Ian account to 051, and assist with Admhistrative and Show Cause Beatings, with general lassluance. 

2.0 40 
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• 	• 
Employee Appraisal & Development Report - Page 3 

 

L 

 

  

First Cara 

 

  

 
 

SI 	 .,101,1•••••,  

Social Securit #: 
14. Job Moments (Transfer from Employee Work Performance Standards f. 

• provide a nurtierical rating of 1 w DMS; 2 = MS; or 3 = F,S for each j , . 
lament in column (A). 

(A) 
Rating  

IN 
Weighted 

Value 

(C) 
Weighted 

Rating 
: y the end of the I ln  month, the Revenue Officer must be able to perform all aspects of 

llecdon and referral processing with general assistance. 

or Job elements 011 dr24 Any uncorrected errors that tarty over to the reports used to 
, – the monthly suds, are deemed an error against the Revenue Officer responsible 
for the transaction. 

Job Demerit #3: Statbdeal Reports and Corresponding Logs 
venue Officers are requited to prepare, review, verify, and evaluate all statistical 

acumen for accuracy and completeness. 

Information Is gathered by extracting data from a variety of sources, such as patadox databas e  
files, leuer and check logs. spreadsheets, system reports, and other similar documents. 

Records used to prepare statistical reports nmst support the findings submitted. Supporting 
. . - 	me must be attached to report. 

Unless otherwise notified, Revenue officers must reconcile their cheek log each week by 5:00 
. ■ on Wednesday to allow the timely completion of the weekly eats. The Mal weekly 
reconciliation (needed to complete the monthly stets) must be completed by noon, on the fiat loess day of the month. 

., uncorrected mots that carry over to the reports used to prepare the monthly state, am . — – an error against the Revenue Officer responsible for the tremaction. 

nits otherwise notified, weekly statistics are due by 10:00 am on Thursday. Monthly 
tattles are due by noon on the second business day after the closoof the month, unless • therwise advised. 

2.0 to% a 

ob Element #4: Treinht 
As directed by the Revenue Supervisor, ensure bi-weekly goals established for training meet requirements of the WPS. 
B. When applicable, tam review periods with the Revenue Supervisor are held oo a bi- 
• kly basis to determine effectiveness of mining. 1E: if special training has been held or is 

log requested during the period. 
• Complete Division Evaluation Form and discuss with trainer and Revenue Supervisor if 

idonal training is necessary. 
s . Provide training to the newer Revenue Officers as requested. 

Revenue Supervisor will meet with the =leer at least once per month, as applicable; to 
. isouss the training of any new or probationary employees and ensure the Divisional Pala are being met, The new employee must ensure training coincides with WPS requirements when 
datelines for completing specific assignments are noted in the WPS. The new employee 

Id discuss any applicable training that is lacking or concerns regarding baking With their Su 	rvlsor, as soon as concert arise. 

2.0 596 .i 

ob Element #3'. Other Dudes as Assigned 
A. Special projects as assigned by the Revenue Supervisor. 
B. Assist other sections of the Motor Carder Division as requested. 
C. Preparation and submission of DARS, dmesheets, phone logs, letter aviary*, and 

other routine Administrative tasks assigned. 

Errors are counted if letter went out with uncorrected errors and is not discovered until after 
seat to dm canter. 

2.0 596  4 

. Job Element 06: Related Faders 
L , 	A Ada 	. 	-.,.., 	,, . ,_. . 	I 	Demonstrates ability to accept work 

3.0 20% 

*menu and adapt to change is routine 	other process. Demonstrates ability to ■,,4_,;;_14 	• - . authorit , kotruction anti constructive criticism. Maintain harmonious work 
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• 
EmOloyee Appraisal & Development Report- Page 4 

rErn loyee Name: 	(Lost) O'Keefe 	 (First) Cara 	 (initial) L 
Sociol Securi 	#: 
14. Job Elements (Transfer from Employee Work Performance Standards • 
nd provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each 

element in column (A). 

(A) 
Rating 

ID/ 
Weighted 

Value 

(C) 
Weighted 

Rating 
nship and self-control and is not unduly influenced by co-workers opinions or attitudes. 

_ • 
til emonstrates ability to consider all facts leading to a logical conclusion. Does not make rash blurts leading to negative consequences. 

Demonstrates willingness to take on added responsibility and originates or develops new and tter ways of doing things. 

Faithfulness in coming to work on-time and conforming to established attendance guidelines. 
all-ins must be made to a Supervisor at least 13 minutes prior to the start of your scheduksi shfft. 

WW1 use of sick leave in cortjunolion with scheduled days off and/or holidays, abuse of 
teak/lunch privileges, tardiness, and excessive distractions such as personal telephone calls ad conversations outside of break/hinds periods are not acceptable. See MCD 02.01 for attendance idolises. 

Job Element #7: Work Place Safely 
Ensure adherence to established Department safety gu idelines.  

N/R N/R 

°Verdi Rating (Scale: 1 to 1.50= DMS; 1.51 to 2.50 = MS; 2.51 to 3 = ES) 
A "does not meet standards" rating may reed afustmenta bayed on mant (NAC 284.194) and 
on 	(1V4C 284270 . Another evaluation Mtn be co 	!clad witha, 90 	NRS 284.340 

233 100% st.75 

15. Rater's Comments: iA Al ---- n°1  ine"andank" rating firranyinb element rgia include a delatkd Wang:ion alike defidendos) ''' "na ob Element as - Cara, you have earned Exceeds Standard in Processing Delinquent Accounts. During this period, you have .4mPleted a total of tift letters. which is a total of 4.5.3896 of all the letters sent during this period. Your error rate h sli ghtly  
ehm the acceptable range for exceeds standards (424 vs 4.0), but your productivity is so far above the expectation at this  • of your training that you have earned exceeds standards. Just be careful that you do not rush to complete an account and turn it in for approval without making necessauy corrections and ulthriately reducing your overall productivity level In addition, you have processed ts$ of the total deposits, refunds, and/or account code *adjustments. This is 52.84% of the total . eck log entries completed during the period with an overall error rate of 3.80%. Again, you have exceeded standards and I ommend your efforts. 

ob Element ea - Collection/Referral of Delinquent Accounts - You have earned meets standard in this element. During this period you have filed three liens. Although you still require general assistance and have indicated you would like a little more . ining in this element, you are well on your way in this area. 

ob Element es - Cara, you have earned Meets Standard In Statistical Reports and Corresponding Logs. It is important to ensure Yea turn le Your wee* reconciliation of the check log thnely and ensure all errors have been corrected prior to ubmission. There has been progress during this period, but the few deposit errors you had could have been avoided if the reconciliations were completed before the end of the month stats. 

ob Element se - Cara, you have earned Meets Standard in Training. Make sure you work with your trainer to ensure all W-eekly training forms ate properly filled out and turned in. This enables me to track your progress and note your confidence n each of the tasks you are being trained in. 

ob Plement es - Cara, you have earned Meets Standard in Other Dudes. During this period you have started to take on a few additional duties, such as assisting with the overflow from other revenue officers, Thank you for your willingness to help out our team. 

ob Element #6- Cara, you have earned Exceeds Standard in the related factors. You have demonstrated a high level of . . . i ration and have shown great initiative by taking on additional responsibilities and assisting wherever needed. Your 
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Emplo ee Name: Last O'Keefe 
Social Security #:  
14. Job Elements (Transfer from Employee Work Performance Standards form (A) 
and provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each job Rating 
element in column (A). 
judgment is sound. Your attendance is also honorable and within the requirements of our attendance P & P. You have also 
volunteered to assist the Activities Committee, Thank you. 

(First) Cara 
	

Initial L 

Weighted 
Value 

(C) 
Weighted 

Rating 

• 	• 
Employee Appraisal & Development Report- Page 5 

16. Development Plan & Suggestions: (The supervisor addresses how the employee can enhance petfonnance and achieve slatulards 
indicate-r recommendation heft:Mier developineta and training This section should be discussed wait the employee) 
Cam, you continue to demonstrate a can-do attitude in all areas of your job. You have even managed to surpass other 
Revenue Officers with greater experience. You know how to navigate through our programs, assist the customers, and provide 
service to our branch staff. You continue to take a very stressful job and handle it beautifully. 

During this review period, you have continued to excel in your knowledge of Revenue processes. You think through the 
situation before coming to a conclusion. Even when you have not had the right answer, you accept the correction and learn 
from your mistakes. 

Additionally, you continue to volunteer to represent Motor Carrier on the Activities Committee. You understand the 
responsibility to your primary job as a Revenue Officer and are careful to balance your involvement with the committee to 
prevent conflict with your role as an RO. 

You successfully handle accounts with a higher level of difficulty, and while you still need some direction and assistance, you 
have adapted vety wdl. Continue to work on these accounts. I would also like you to continue working on some of the older 'bad debt accounts. These require some significant research, but I am confident you can handle it. I anticipate youwill 
continue to excel and I look forward to watching your mogress. Again, make sure You take the time* thoroughly research and complete the accounts accurately as this actually saves time in the long ran. 

ara,I want to thank you for demonstrating a positive attitude and creating an environment in the Revenue Section that 
makes stressful situations more tolerable. lam confident by the end of your probationary period, you wilJ  be able to function nclependently in all areas of your position. Thank you for all of your hard work and dedication toyour job as a Revenue 
Officer. It is a pleasure vrotidng with you.  

Distribution: Original to Department of Personnel; Copy to Agency; Copy to Employee; Copy to Supervisor 

NPD-15 Itev. 7,03 
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•••••••■■■■ Pawnee! Use Only 

10. Overall Rating !torn Page 2, Number 14 (end mit 
0 Dom Nut Meet Standards 	1.  Mad& Siattlimit 

••••••••• 

fl unoendo Standards 

!fan uvwull rag% of "Dees Not Meet Standards" is gives, rood= anniuntiun must be completed within 90 der. The cadeil may effect adjwantents In ads* bentil un yeah (MAO 2114.194) and kmguylwpay(NAC 284210). 

nature & Raler's v Aud II 

Ii 

• 	• 
I Agency Use On& 

DEPARTMENT OP PERSONNEL 
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT 

• emPloyee Nome: Last Mee Mt Cunt Initial I- 	---- 

2. Class Me: Revenue Officer It 	 . Social Security # 

14. Dept/Div/Section: DNIV/biutor Carcier/Reveruse S. Dote Evaluation Due: 03111/07 

PM HAY -S A 'Se 

.Agency if(1 (con: 8 1() Home Org it (4 (VW: 4717 Position Control 0: 7. Dale Next Evaluation Due: 07/11107 

EIQIXIllariatiLDIaLatrktialcliolt une): 	 ritiMS20211t (deice*: 
=.4  month Di S°1  men* 	Other 
29  34 month  NI 711' month.  11n  month 0 Other 	0 Atmual 0 Other 
Morris: 	sin en coeurste.  reflection 011ie position 0 will he twilled 111 reflect Ammo 

6 ((oath Probation/Piet 
.12 month Probation/Teak 
. Work Performance Ma 

I 

1 

Date: 04/19/07 (nualeleltin)  
II , Employee Comments: NAG 211i470 rsqffllp that yen esunpitue this :raglan and sign Ike report on perfornevsas within I 
inorking days grier discussion wtinintir supervt rut disagree WO the 7ePar2  avid request  a  review.  Yon AWN AYNCO' thmrpobsts 
1,dizagnrontrislj 	J Agrou 	U Dios= 	ED RINULISt ItOMCW 

■■■••■■•• gm. 
	

IMUL7-2007--- 

PUN 

RECEIVED 

Ernpk.,yees Signa lure: 
12. Reviewing 011icet RevhwT 04 

Dale: 	(rani/ddlyy) 
(Cowman listedr4 

Ow. 

Reviewing Mice's 5 nature & 
	

Dale: 
	

(eassilidAy) 
13. Appointing Authority Review: Agree 	Ding= (Comm ageonnval 

Datrefli 
!nevi; Copy tb Agency; Copy to Rnsployee; Copy to Supervisor 

rimiS 11•4710h 
MAY 1 1 287 `ti 
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Wes the datesipthas betuw. liertermas Officers toe wespendble fur the adiscdon and of delhamost Motor Conley accounts. 

I. Sdpahded Payson* Agreements 
2. Sad Debi Collections 
3. itheoffitia Stoyalillesul Oaken 
4. Bankruptcy Proof of Mhos 
5. Warred to 4161 
6. Lien Baum 
7. /tdrodalstrodre Bad Mow Cause illeurkup 

adhesion and rellanal process far delinquent eceonnts ere to he followed uden Its viablished guideline end procedures. See Revamp Ciffmcksh  Pmcedures for smile 

Initial) L 
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. 	. 
Employee Approsd & Development Report - Page 2 

Employee Name: (Last) Vitas% 
Social Security it:  - 	. •  

14 Job illernanis (Transfer from Thophryou Work rurfommnce Standards foon and provide a numerical rating of 1 IM OIVIS; 2 a. Mt or 3 in ES for each job 
oloommt Calliltal  
Job Bement #1: Promos Dentargamot Accounta 
Ildng dte thealption below, ReVaaalt Writers at respeadhle for the preamodeg of delthepeat Motor Carder accounte to deteradete the applicable fees, tales, petudffee, Macs, tatdtor eattalnktradve Bate doe by the thertsee. 

ittlitiMfaidatinthalf6IMMOBLZISStatad$ 
I. Procesing Belbusettat Licernirds Decomenth 
2. Pracsating fhilinquent Ton Returns 
3. Preparing NotMeadeo Utters 
4. Compliance Vittlations and bettanoent Account LW 
5. itelestruk 
6. Clearing dobtoent Stops 
7. Adaineerative and slow Caltee Reath* 

Degailveat Mantels are tube processed Wag the odeblished guidelines and procedures. Sell pongee OM= Deek  Procedures fur specific detention cock  pith, 
Daring Om prtthstlutury ported, Moody promcmims aturt be noted as follows. 
By the end of the 3° month, die Revenue Officer must be able to post delinquent licensing deselesess and tax returns. prepare 1° and 2 4  Instance letters, deposit funds, rod that 
account stops, with general assistance. 

ly ear end of die? month, the Revenue Officer must else bu able to pique - 4° IDIOM letters with general essislaece. 

By the rad eau: 11°' month, the Revenue OM= mamba able to perform ail aspects of `dalluqutast mount processing with pound assistance.  
Job Bement 11-2: Colicetionlitetand - DeStomeml Accounts 

ring the pmbationery period, moody progression must be noted. 

y the end of the r month, the Revenue Officer should be ebb to prams a bad debt ,dle a Mu or title stop, and maw into a stipulated papa:tit agreement, with navel imam. 

By the end of the 70  moo*, the Revenue Officer must be able to file spree? of claim, toter monad to OSI, and iambi with Adothddratire and Show Cause flearIngs, with general 

AA000076 



1 

1 

• 	• 
Employee Appraisal & Development Report - Page 3 

tEmployee Name: 	ILCISilt O'Keefe 	 (First) Cara 	 Initial 1 
Social Secutity It: 

' 14. Job Mannerds (Transfer from Employee Wotit PcrIbminnee Slundads form 
and provide a liumorical ruling of 1 le DMS; 2 42  MS; or 3 in ES tbr Moth jOh 
dement b column (A). 

(A) 
Rating 

(B) 
Weighted 

Value 

(C) 
Weighted 

Rating 
By titirend of the lie  month. the Rome Officer nate be ebb le perform all esteem of 
colleetion and referral moressit& with Paola assistance. 

Vise jab ettoneubt SI & St Any uncomated errors that awry over to dm reports need le 
the monthly etebt, art deemed an aver against the IteTedee Oliker respealble 

I:IV trenteadloa. 

-n ,JOb Eletnerd 13; Staindeal Repetels and Cerrespendbig Lop 
iteweeue Mors am impthed to prepare, review, verify, and evaluate MI statistical 
docurames fur eaurney and anylmennut. 

information Le gathered by amming date limn a variety of sources, such as Wad" dais 
dies, loner addled lugs. gireedshoust, system Room end other timber deettnends. 

Records used to Repine antidotal ripens must &ippon the lindhlitt submitted. SuPluuthill documents must be attached to tepee. 

Was Otherwise Testified, Revenue otticens mut recontile their check log each week by 100 
pm on Wednesday to allow the timely cotyledon echo moldy slats. The Real weekly 
rammilieden (nmoded to complete the monthly sots) tenet be eonlidetedith mum. en the grina  budmi- day of the month. 

Any ummxted anon that carry over hi die reports mod to prepare the ineathly MAW WV 
lamed au error against the Revenue Officer responsible for the traillactieu. 

Unless edgewise raided, wisidy maniacs me die by 1000 am on Thursday. Monthly 
awake am due by noon on the amend badness &Water the Mee or dm monk unimg  otherwise advised. 

2.0 

596 
---.......---....1 

.2 

-I Job Sehlent if 4: Training 
As directed by the Revering Sept:mbar, one= bl.vesthly goals established for training meet the suquIrernams of the WPS. 
B. When applicable, cam review periods with the Revenue Supervisor are held on BM-
reltlY hot% to determine effectiveness  emitting. 112: It mold traialug has beast bald or is beteg regulated during the period. 
C. Complete Division Bahl:Hon Form and discuss with nether and Roma Supervisor if eddithinal tudning la necessary. 
D. Provide lianas to the newer Revenue Officals an requested. 

The Revenue Supervisor will meet with the Daher et least once per month, as appitatble; to *.om the uniniog teeny new or pnthationaty employees and ensure the Divisional guele ant 
Wes met. The new employee must ensure trahtb* I:clothiers with WWI mrpdnonents spina datelines for completing SOW& asalluleients en: aided in the WPS. The new employee 
should discuss aay uppthabie training that is lacking or comma regarding training with limit Supervisor, as aeon as conceals arise. _ 

2.0 

Job Element 115: Other Dodos as Atanignedi 
A. Special projecut as assigned by the Revenue Mmerviser. 
B. Assist other sash= of Om Motor Carrier Division as reopened. C, 	Prepatutiou awl aubmission of DARS, titteetheets, phone tom letter tevlarc, end 

other mulbto Aihninharafive tasks maligned. 

Maori are eneseed If tater went out with nneornemed errors and Is not oriscunned eta alter 
be 	sent to the carrier. 

2.0 . t 

Ob Elorneht *6: lidded Fatten 
Witek A4 I Demonstrates ability to accept mut assignamts awl adapt to Menge In rendes or other process. Demanstraula ability to 
willingly mews authority, Men:Won and comusuctive aidebm. Maintain harmonious work 

3.0 . 
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[(Initial) L 

Weighted 
Value 

(C) 
Weighled 

Raling 

(A) 
Rating 

• 	• 
Employee Appraisal & Development Report Page 4 

Employee Name: (Lodi aitiefe- 
Social Security  
14. Job elements (Transfer from rimployee Work Performance Standards and provide a numerical rating of 1 = DIMS; 2 mg MS; or 3 = 	for arch j dawn in *dem (A). 
relationship and self-Mutat and is no unduly innuarece by co-workers opinions Of attlitUtkg• 

ability to wielder all fects leading to a logical conchrsion. Does net make mph laluns kading to negative consequences. 

estates wallows to take on added napondblitry and originates or &MOPS IOW and ways of doing things. 

ableldnass bt coming to leak osmium end andbuning to established neendenee guidelines. 11.ins must be made to st Supervisnr at least IS ruinous prior to the start of year sebednled 

me of air* leave in carianction 'with scheduled days off andike holidaYn, tibiae of loch privileges. tradhums, and tutaxedve disensalussa steel as panweal telephone cults anwanadree outside of breuldisarab periods we out acceptable. Nee Mal 02.01 in* Ono. 
'Semen! #7; West Place Safoly 
1)ritste adherence to established Dagestan'. sally guidelines. 

Wit. 	WA 	N/A 

vera0 Ealing (Scale: 1 to LSO i= CMS; 1.31 lo 250 = MS; 2.31 la 3 se B) A 2.28 	IOU% 	2.44 
'doe hos meat itandonb"raftes mayiefees adiustmene base I I ar merit (NAC 284.194) and WC 2842 . Another aniforatioa smut bet 	mot stain 9( Id 	$3 284140 15. Rotor's Comments: (A "dant mu meal Itintrobnk" master arsijob allowad Wet bade& a &lad alienation if the drifideffelet) )43  ob Element el - Crum, you have earned Ideate Standard In Processing 	Amuses. Oaring the firer ihrest niontirs, have teenpleted a total or 17g lie tarn, or MI Overan Wehlge of 58 per mute . While Ode meets the number you arc faired lu romplein by the and tithe 7 month, Ire careful that you do not rush le complete an account anduran It'll for ',prove; without making nonseary anntetioss and ultimately reducing you: overall prcduclMtyleveL In addition, you have roamed ma tax Mums or 24.84% of the total returns completed during the peeled. Again, make awe the proper stops Ow! ailments are included on the vitrrAeyetere to ensure amount activity is complete. 

IDudug the reVieW Parted, you else completna go renewals or an average of 28.90,6. You an also at or above tendert, in Ibis ten. 

oh Elesnare tie - Collearion/Aufetnal of Delinquent Amounts is not rated at this time. Weighted factor has been added WA el, where Indning to this point hue been foamed. 

lob Menet og -Cue you have earned left:eta Standard in Mediated Reports and Corresponding Loge. Slake sure you tarn I: your weekly reconelt ation of the cheek leg timely and ensure ail enure have been corrected prior to subenitialon. 
oh Element e4 i.*a, you have caned Meets Standard in Training. Mare sure you work with year trainer to neurone bi-kly training forma are properly Miad out and turned in. This enables are to track your progress ander*, ymr confidence mch of the luta you are being trained in. 

hob Sienese 	Gun, you have earned Meets Standard In Other Duties. Du ringyoue ihr4 three monthaynn have not been ed much outside of your normal amuse of duties, but you have been vaty *reparative and willing to mist wherever . Make sure you complete your OARS on a daily herds and submit year tenrishect accurately and timely. 
la Moment 06 -Care, you have earned Exceeds Standard lathe related facture. You have demonstrated a bleb level of mention and have shown great in Motive by *akin_ g us additional responalbilithse and misting wherever needed. Your *denten,  sound. Year retendanne Is also honorable and within the requirements ofour anemia** P& P. You lava also Inatome& to assist the Activities Committee. Thank you. 

■■•• 01,111.• 

•■•=1Mrs 
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Employee Appraisal & Development Report - Page 5 

  
 

   

(Mist) Cara 	j (Inflict) I. 

  

Employee Name: (Last) O'Keefe 

   

  

   
 

 
    

  

Soda! Security #:  	 
94. Jab dements (Tratiarcr from Envier= Work Iketermance Standards form 
and provide a numerical rating of 1 = DM S; 2 = MS; or 3 = ES ibr each job 
element in column (A). 

 
    

  

 
    

  

(A) 
Rang 

(S) 
Weighted 

Vdue 

 

(C) 
Weighted 

Soling 

  

 
    

  

 
    

  

  
 

   
 

 
    

  

  
 

   
 

 
    

  

  
 

   
 

 
    

  

16. Development Plan & Suggestions: ahe overvisor Minh= Pow the esephvffla cwr Mem perfronamee and achieve mantkinit 
!Micah's manomodasiun fiolluthee dmilapistesti roe knish% 71 g 	&oldb distersed pith Os asiPktIre4 
lAint. (rum the day you ?tatted hare, you have had a can-de attitude. Motor Wrier was in the peak of renewal season and you 
bud no Idea how to navogatelluough our programa, assist the customers, ate, yat you eanthmalbr volunteered to assist whore 
envoi's). You look a very stressful period of time and handled it beautifully. 

bo the past throe months, you have continued Memel layout knowledge of Revenue pincesses. You think through the 
situation before coming to a conclusion. Even when you have not lord the right answer, you accept the earroetion and learn 
from your mistakes. 

Additionally, you have volunteered to represent Motor Carrier on the Activities Committee. You linden:deed the responsibility rto your primary Sub as a Revenue OM= and arc careful to balance your involvement with  the conondftnn  nviwanit antMet 
with your role as an RO. 

You ore already handling accounts with a higher level et difficulty, and while you gull need some direction and aseietance, you 
have adapted very well. Continue to work on theism amounts. I would also likeyou tobegla vonling on mate of &a older debt accounts. Those minim some slgrollimnt removal, hid I am confident you can handle It. I unik4gmls you will cootinus to 
'3xe°1 and I Inc* forward to watching You Program Again, make sum you Mita the lime to thoroughly research and complete 
the sommots accurately its this actudy saws time in thelungran. 

Cara, I anticipate your rating will condone to !Mem once you begin perfunning the Job elements lntlepøndrmlly. Thank oe furyour hard work and dedication to your job as a Revenue Meer.  

Dkorthotkon Original ID Devolvement of PortetnneII Copy to APPricy: Copy to  bliPloYoel CoPY to Supervisor 

MIMS R4v.7fin 
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fitav We& 
Maki 

Alue Gmbees 
Governer 

• 
Oates Who Moder 

Employee Development —TleMbv Link 
555 Went they 

Ceram cgt Nevado 59711 
• 075)5544512 
www.dotteement  

I have viewed the videotape entitled 'Avoiding Sexual Harassment, Beyond a 
Shadow of a Doubt, 'and read the enclosed Dike of the Governor, Policy 
against Sexual Harassment , Discrimination and DMV policy 3.14.1 and have 
reviewed the presentation of Preventing Sexual Harassment in the Warkplac:e. 
By my signature below, I indicate that I fully understand the DMV Sexual 
Harassment policy. 

cc: DMV Personnel File 
Supervisor's Flle 

RECEIVED 
FEB 0 6 2007 

MI DEPT OF 
PERSONNEL RECORDS 
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Wednesday, November 29,2006 
	 RECEIVED, 

Wrni 2 8 2008 
peffilisagamats lij 

Dear Sandie: 

Please let thILlejter serve as my resignation. It is with deep regret that my last day will 
be DoeembeP14?".  as I have leave on the 7th  and Wu. !have been offelvd, and have 
accepted, a Revenue Officer II position with the DIVN. This office bus been wonderful 
to work for and I petaomdly would like to thank you for the opportunity to work for you. 
You have been a great hose 

mtooettt of4.vrtifi-4- 
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atilafts to *work the UMW Shiba plata eirailoyabad agattaiaa may oat Stu Jain *010191,09 began — a 

tmalliAlEdleisasie 
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iimussmerrr AND DISCRIIVEINATION POLICY ACKNOWLEDOEIT 

EM714YEll MAME 

.■■• 

SOCIAL sscunrrY 

DEPT7DIWAGENCtiORGA 

61" I have read and understand be Governor's. Policy Agairui Sal Harassment and 
Diswrinsitrackno. ' 

iNwPDOCXYPRIA4DAthusUide-214oct 
Yl4f2003 

AA000086 
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ACKNOWLEDGMENT 

1, 4132,2c....14._CSLIZaCe 	 hereby certify that I have received a 
copy of the State's policy regarding the maintenance of a alcohol/drug free workplace 
and I acknowledge this policy as a condition of employment with the State of Nevada. 

"810  
Department 
	

Divkken 

Nom- OWFG_ 
MUM (Pfint) 

aim 

Winne' &mature ateveiredentvgtolesufweRmiann) Aclomw'edging the employee received the alcohol/drug-
free workplace policy and employee refines to sign. 

01%%‘City 
Date 

Title of Witness 

18-5 
7/98 

NIAWPDOC81 FRIATSfrrraft168-Aluo-DrugSwit do; 
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Internal ID 
1P 13A0Le 
Date 

Approved by: 

DEPAKTIvIENT: AGENCY/HOME ORO; 

ge '4 6 Z006 

sawn or ix whisIRUKIN 
nitioNNE. 

REQUEST FOR VARIABLE WORKDAY SCEIEDUri 

NRS 2BS.180, subsection 6, states: "For employees who choose and are approved for a 
variabie workday, overtime will be considered only after working 40 hours as one week." 

/1 LAQ.pc- OVIett-e. 	hereby choose and request approval for 
(Print Name) 

a variable workday schedule. I understand that by doing so, I may with supervisory approval, 
adjust my work schedule In a week so I work more than 8 hours a day, provided do not 
exceed 40 hours in a workweek without supervisory approval. 

I further understand that this agreement may be rescinded by either party giving 30 working 
days notice. 

Entered into this 	VkAl day of 	m‘xl"  in the year  1-XICS-°  

SECTION: 	  

Note; An employee approved for a variable workday schedule must have the appropriate variable work cycle 
code entered Into the ADVANTAGE-14R IFS system. Complete the work cycle code on the ESMT-A 
under agency specific data. Submit the ESMT-A. along with the original slped copy of this document to State Personnel Records. 

Distribution: 

attw 
1149 
sans 

Original, Stara Pommel Records 
Employee 
Department/DivIalon 
Ataxy Personnel Pile Z£ %Si 	ZZ 43S Seel 

• 

• ...Ir.', 
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State of Nevada 	2006 SEP 22 An 11: 32 Department of Administration 
Administrative Services Division 

Adjustments to Variable Schedule Policy 
Effective 8-24-05 

The following policy to be followed in approving adjustments to employees working on a 
variable schedule: 

1. A regular schedule is a wotic shift Monday through Friday from Sam to 12ant and 
Ipm to 5pm. 

2. A variable schedule is a work shift other than Monday through Friday from 8am 
to 12am and Ipm to 5pm. 

3. A variable schedule may only be worked once a form is completed and approved 
per State Personnel. 

4. Each employee may select a sot variable schedule that begins no earlier than 7am 
and ends no later than 5:30 pm with at least a half hour tun& The Administrator 
must approve permanent changes to a set variable work schedule in advance. 

5, Each employee must take at least a half hour, and no longer than one hour, lunch 
commencing no later than 6 hours after start of shift or 2pno at the latest. The 
actual lunchtime must be noted on the timesheet. 

6. A variable schedule must be the same each day, Monday through Friday. 

7. Prior approval by the Administrator, Administrative Services Officer II, or the 
Budget Analyst Ill is required to adjust the variable schedule to allow for 
appointments, etc. Adjustments to a variable schedule will be the exception and 
not a routine. Account Technician's initial off must be in accordance with this 
policy. Final prior approval Is not granted until signed by Administrator, 
Administrative Services Officer If, or the Budget Analyst lit. 

8. Flextime will he approved under the following conditions: 

a. No more than 1 event per week, an employee may flex one event up to 15 
minutes, made up during the same day (i.e. corning in late, late lunch, 
leaving early, etc.) 

b. An employee may flex medical appointments as often as needed. Time 
must be made up during the same week, and no individual event may 
exceed 4 hours. Medical documentation may be requested. A 
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e. An employee may ilex personal time one event per timesheei Time must 
bc made up during the same week, and no individual event may exceed 4 
hours. Consistently requesting every other Friday off will not be 
approved. 

9. The total of ull flextime off may not exceed 4 hours per week. 

10.1n the event of an unforeseen situation and the employee desires to work an 
adjusted shift, approval must be requested immediately upon knowledge. 
Approval of unforeseen events will he handled on a case-by-ease basis. 

11. Employees who do not have sufficient annual will not be allowed to adjust a shift 
by more than 2 hours to cover a requested leave unless an emergency situation 
exists. - 
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ACKNOWLEDGMENT 

I, 	 0\heRs 	 hereby certify that I have received a 
copy of the State's policy regarding the maintenance of a alcohol/drug free workplace 
arid I acknowledge this policy as a condition of employment with the Sate of Nevada. 

113;mailtwaiso .._  
Depressed 	 Divides 

Name (me) 
	

Dade 

Plovvio 	 --drawloyee revs se 	SG 
Aden/lodging the employee received the 
free wretqpiece pang and eingeYee Mem to Sig& 

NWPDOCAPRIECIthw41111S-38-AkmarugStret.don 

AA000096 
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DEPARTMENT OP ADMINISTRATION 

USE OF STATE PROPERTY 

ACKNOWLEDGMENT 

;  el=a11._ 21.1t.ZUVC* 	horeby certify that I have reseivad a copy of the 
Mu Mimi 

Department of Admiotsteatioa's policy regarrlig the VW of elate properly soli 1 
etkeowledge thb policy as neomEfioo of emplayaseat with the State of Nevado, 
Dapartonst of Adoshoistratka. 

Waded Hernite444diar, 

.itate;axivaes,  

DPIMAN*14"Q.OVCC  
Agog HIM Owl fillaw$ Ao•••101 

Thc rotOLTDURE SUPEILRIRDES ALA. PRIOR WatrIEN PROGEDIUM orq THIS SPROFIC !MKT 

AA000097 
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DAIS  CP) 4e  EMPLOYEE SIGNATURE 

a 

SEXUAL HARASSMENT AND DISCRIMINATION POLICY ACKNO'WLEDGIIMI4NT 

EMPLOYEE NAME 

SOCIAL SECURITY # 

DEFT/DIWAGENCY/OROP. tt4 %mt.* 

5 I have read and understand the Governor's Policy Against Sawa Harassment and 
DiscrbnInadon. 

SUPERWSOR SIGNATURE b*ok-C;bitag-elbtQAD  DATE C. 

NAWPDOMPRAMOMfanaM4a41.dat 
10114/2008 
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Agency Use Only 	

RECEIVED 
Personnel Use Only 

4 

. 	
JUL 2 b Z006 

"It ;yr 	— NV DEPT. OF 
PERSONNEL RECORDS 

DEPARTMENT OF PERSONNEL 
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT 

1. Employee Name: Last 	O'Keefe 	 First Cara 	 initial,. 
..... 

2. Cleft Tide: Accounting Assistant II & Social Security 0: 

4. Dept/Div/Section: 	Taxation/ Admin Services / Accounting S. Date Evaluation Due: 04117106 
4. Agency #130: 	Nome Org 0 t41 digits): 	Position Control 0; 311 7. Date Next Evaluation Due: 	/ 
I- Probational:y/1V P 	(check one): Emma (check one) 

6 month Probation/Trial: 	U V month 	516  month 0 Other 
12 month Prabationarial: 	P.. 3'd  month 	7*  month • I I *  month • Other 	 PATS Annual 	• Other 

9. Work Performance Standards: 	0 are 	accurate reflection of the position F2 will be revised to reflect changes 

10. Overall Rating from Page 2, Number 14 (check one): 
Standards 

within 90 days. The rating may affect 

Date: 	41  ) 	4 	(morkld/yiL 

0 Does Not Meet Standards 	CI Meets Standards 	0 Exceeds 

li e rating of -Don Nut P4cct Standards is given, another evaluation must he completed 
adjustments in salary based .on merit (N 	194) and longevity pay (MAC 244.270). 

if 
‘Retee8 S 	nature & T 	-- ri . 	. ..../), 	/ 	if 	, 
el. Employee Comments: (NA 	284.47' re 811/0 that you complete this section 
working days rifter d CHJSIOA wilkyrittr N 	rv 	. V you disagree with the report and 

and sign the report on performance within I 
request a reolem you must specin ■ the palms of 

483118teethesti.) 	17J Agree 	Di Disagree 	• Request Review 

Em .1a 	'a 	nature: 	j: I 1 	IP 	• 0 Oly 
12. Reviewing Officer Re "r bi 	n Zee 	1111; isag ' 	(comment Required) 

--.....---------.. 

Date: 4 94 I 	4,„vddtm  

Reviewing Officer's Si nature 	TIE 	 11!_i 	0/141.41.5/Stc-C;iate: 144%4{t..0 
13. Appointing Authority Rev 	 Disagee (Comment Required) 

Otanded/vv) 

,...... 

7 af- 06 ' 
Appointing Authority Signature a Title )\ 4arit.A.4_4.14.4.1-- 	00X1-0941: ti labr)lego 	(INHA4d419 

Distribution: Original to Nevada Department of Personnel; Copy to Agency; Copy to Employee NPD-I5 Rev. 7/03 

Me/  1571115135  
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Employee APPralsel & Development Report P 

1 

• 

• 	• 

14. Job Elements (Transfer from Employee Work Performance Standards form 
and provide a numerical rating of 1 = DMS; 2 * MS; or 3 = ES for each job 
element in column (A). 

(A) 
Rani; 

(a) 
Weighted 

Value 

— 
(C) 

Weighted 
Rating 

Job Element #1: Mall 
Mall Is received and processed in Aces and TAS In a timely manner with 
reasonable accuracy and efficiency to ensure monthly and quarterly roll deadlines 2.0 
are met. _________________ ... 	.... Job Element #2; Posting 	 ' 

Tax returns and AIR payments received in the mall and iockbox ant posted to Aces and TAS with accuracy and efficiency. Ensure posting requirements of two hours 
2.0 

• r da are met on a dall basis. 
Job Element #3: Workplace Safety 
Employee maintains knowledge of the Departmental Safely and Health Program policy and updates as they occur. Adheres to all workplace safety policies and 

2.0 

Deer_ dwell and re 	eLports 	safe 	hazards lmrnedately to the supervisor. _ Job Element #4: Courteous treatment of public and co-workers. 
Employee must maintain professional and cooperative interaction with the public and coworkers at all times. Employee advises assigned Supervisor of any 
unresolved matters Involving co-workers and ensures that any Issues involving 
discourteous treatment with public, are brought to the attention of the supervisor 

2,0 

Immediately. 
kJob Element #5: Esprft Do Corps 
Employee exhibits common spirit of comradeship, enthusiasm and devotion to working together as a team. Employee openly communicates with Supervisors 2.0 and Administrators regarding job dissatisfaction or other issues that arise. . 
Employee participates in group discussions, staff meetings, etc., presenting Ideas and thoughts regarding business processes. 
,Joltr Element #8: Other duties as assigned 
Employee receives periodic special assignments from supervisors or 
administrators and seeks clarification as needed on information needed to 
complete assigned task. Completes assigned task within established limekarnes and with desired results. 

2.0 

Overall Rating (Scale: 1 to 1.50 a MS; 1.51 to 2.50 a MS; 2.51 to $ a ES) 
(A "dues run awes standards" ming may affect adjustments based on merit (NAG 284.190 and lon,qeyiry pay(MAC 284.270). Another evalaadon muss he compkaed Wilda 90 days (NM 284340). 

2,0 

15. Reter's Comments: 
Work performance standards do not currently exist but are being developed and will be provided as quickly as possible. This evaluation is being based on primary assignments which are understood by the employee and carried out according to general office procedures. 

Cara is viewed as a valued member of the amounting team. She is able to meet required timerrames in the performance of her duties with little or no assistance. Cara Is very punctual and displays a good attitude. I am suggesting Cara review P&P 100.109 as a reminder that the intOMOt and email are not for personal use during work 	• hours. 

16. Development plan a Suggestions: 
Cara is encouraged to seek and participate in state sponsored training in areas of interest as well as to further enhance Job .. 	. 	 . 	 . 	 . 	 . 	 ..  .you are aso encouragea to sees promouonai op 
Distribution; Original to Nevada Department of Personnel; Copy to Agency; Copy to Employee NPD-15 Rev, 7103 
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INTRODUCTION 

Authority for setting behavior and performance standards is derived from Nevada 
Revised Statute, Chapter 284 and the ADisciplinary Procedures, Adjustment of 
Grievances and Prohibitions and Offenses@ sections of the State of Nevada Rules for 
State Personnel Administration. These regulations provide that each appointing 
authority shall determine and describe in writing those activities that are inconsistent, 
incompatible or in conflict with the employees= duties and responsibilities. The 
regulations require that a copy of the list of such activities must be provided to each 
employee. We provide this list to employees by issuing the AProhibitions and 
Penalties@ as a supplement to the employee handbook. This manual is intended as a 
guide to clarify existing rules. ft cannot include all of the various infractions and 
violations that could conceivably develop. It is, however, comprehensive enough to 
cover the majority of situations that experience reveals are a source of concern, Since 
this manual typifies the range of offenses generally occurring, it should serve as a 
useful guide for supervisory personnel 

The State Personnel Commission has approved these Prohibitions and Penalties 
effective (Date); therefore, this manual has the status of a rule supplement and as such 
has the same force and effect as the ARules and Regulations for Personnel 
Administration@. 
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IT=S YOUR JOB AS A SUPERVISOR 

One of your major contributions to the DW is the development of an environment that 
fosters cooperative and effective work relationships. The establishment of an 
environment that allows your employees as individuals and as a group to voluntarily put 
forth their best effort begins with you. The effectiveness of the IDMV=s programs 
depends largely on how well you B and other supervisors B measure up to this 
responsibility. 

Each employee represents a substantial investment by the DMV in terms of 
recruitment and training. To protect this investment, the DMV, through you must make 
every effort to help each employee become and remain an efficient, productive, and 
satisfied worker. This places on you the responsibility of seeing that each of your 
employees know: 

X 	The policies and regulations that govern their work. 

X 	The objectives of their job and the unit In which they work. 

X 	The duties and responsibilities of their position. 

X 	The accepted methods for performing these duties. 

X 	The work performance standards for the job (NAC 284.468). 

X 	How well they are meeting their own work performance standards. 

X 	How they can improve their work and develop their knowledge, skills, and 
abilities. 

X 	What is considered proper conduct on the job. 

X 	What disciplinary action will occur for violations of regulations or misconduct. 
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WHAT IS DISCIPLINE? 

Unfortunately, the term Adiscipline@ has taken on a disagreeable and negative meaning 
in today.s society. There is a tendency to think of discipline entirely in its most limited 
sense: as an action taken against an employee who has been guilty of some violation 
of good beh avior, This is sometimes called Acorrective action@. While this is one use of 
the term, Adiscipline@ also has a broader and more positive meaning. 

The word Adiscipline@ comes from the Latin word Adisciplina@ which means 
Ainstruction, teaching, and training@. Discipline, therefore, should be thought of in terms 
of instruction and training, rather than in terms of punishment and penalties. The 
conduct of well-disciplined employees is the result of training that motivates employees 
to accept and work in accordance with established standards. Acceptable conduct Is 
the result of proper working habits established and maintained over a long period of 
time. Having proper working habits gradually leads to greater, self-administered group 
discipline. In addition to preventing situations from developing that require Acorrective 
action@, group 
behavior can also inspire an individual employee to excel in his/her performance. 
The term discipline, as used in this guide, describes actions that correct and train 
employees to conform to the DMV standards of performance and recognized 
standards of good conduct. 
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HOW TO DEVELOP PROPER BEHAVIOR 

The following suggestions will help you as a supervisor to develop and maintain proper 
behavior in your staff. These suggestions are based on the belief that it is far more 
Important for you to create and maintain good behavior than it is for you to develop a 
successful technique for handling corrective disciplinary cases. In other words, your 
emphasis and efforts should be on preventative rather than corrective action. 

1. Let employees know what is expected of them. Every employee should be aware 
of the rules and regulations that govern his/her employment with the DMV through the 
orientation process conducted by the Personnel Bureau, and through the employee=s 
work performance standards. 

2. Set reasonable work objectives for your employees. There is considerable truth 
in the statement that a supervisor can forget about corrective disciplinary actions if he 
sets reasonable work objectives for his employees and keeps them vitally interested in 
reaching these objectives, One approach is through work performance standards. 
The understanding of work performance standards by employees will go a long way 
toward preventing many instances of misconduct When these standards of conduct 
have been followed long enough to become automatic, you will find that corrective 
disciplinary actions will take less of your time. This will give you time to develop, among 
your employees, the enthusiasm for the job and the satisfaction from the job that is so 
essential to full, long-term production. 

3. Create a favorable working atmosphere. Create a working environment that will 
encourage your employees to do their best work. A good working environment involves 
not only physical conditions, but also personal and other intangible relationships. 
Remember that a word of commendation and praise for a job well done is just as 
essential to the maintenance of proper discipline as is the correction of an employee 
who has been guilty of misconduct. 

Employees should feel free to offer suggestions for improvements in working methods 
and to bring grievances to you when they arise. You should realize that the existence of 
grievances among your employees is not necessarily a reflection on your skill as a 
supervisor. What really counts is the willingness of your employees to bring their 
grievances to you and your open-mindedness and fairness in handling the problems. 

4. Communicate continually with your employees. Keeping the information flowing 
between you and your staff is critical to a successful working relationship and fosters a 
comfortable working environment. If disciplinary issues arise, they need to be brought to 
the employee=s attention immediately to avoid future problems. If open communication 
has already been established, any potential disciplinary action will not be as difficult to 
address. 
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PROPER DISCIPLINE IS BEST FOR ALL 

The vast majority of employees at the DMV are competent, conscientious and efficient. 
In an organization the size of the DMV, however, it is not surprising that there would be 
a few employees who willfully, thoughtlessly, or unwittingly violate the accepted 
standards of good behavior or who do not turn out a satisfactory day=s work. 
Unfortunately, the actions of these employees reflect unfavorably on the DMV. 

If such Instances are permitted to go without reprimand or correction, they will 
undermine the morale of other employees and lower confidence and respect of the 
public in all of our employees. Accordingly, it is in the best interest of all DMV 
employees to see that inefficient or problem employees improve their performance or 
are separated from service. 

You, as a supervisor, are charged with the responsibility for promptly taking 
corrective disciplinary action when it is appropriate for employees under your 
direction. It is also your responsibility to promptly bring instances that require 
such action to the attention of your Personnel Bureau. The administration of 
prompt, fair, and effective corrective disciplinary action is just as essential to 
effective operations and good employee relations as is the commendation of 
employees for work well done. 

If you, as a supervisor, take steps to correct behavior or take steps to terminate the 
service of uncooperative or incompetent employees, you will increase the respect you 
receive from your employees. You will also raise the prestige of all DMV employees by 
demonstrating that merit is essential for continued employment. 
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WHEN OTHER METHODS FAIL 

Proper discipline cannot be maintained and appropriate corrective disciplinary actions 
cannot be taken if you neglect your responsibility as a supervisor. Employees expect 
and want uniform adherence to recognized standards of conduct, and they respect the 
supervisor who maintains these standards. When corrective disciplinary action seems 
necessary, you will want to keep in mind the following points: 

1. Get all the facts and act promptly. It is important that corrective action be taken 
soon after an employee=s action. This does not mean you should act before you have 
all the facts and have weighed them. It means you should act as soon as you have all 
the facts, have weighed the evidence, and have decided what to do on the basis of 
those facts. The longer the corrective action is delayed, the more unjustified and unfair it 
will seem to the employee and co-workers. Be sure you get the employee=s perspective 
and objectively assess discrepancies before taking any action. Avoid the impression you 
have made up your mind prior to hearing the employee. 

2. In deciding what corrective disciplinary action to take, or recommend you must: 
$ Consider all the circumstances surrounding the situation. 

$ Consider the seriousness of the employee=s conduct in relation to the employee=s particular job and employment with the DMV. 

$ Consider what the department has done to help prevent this type of behavior. 

$ Consider the type of corrective disciplinary action for the type of offense involved. (Refer to Prohibitions and Penalties) 

$ Consider the proposed disciplinary action in light of its training value, rather than strictly as a punishment or reprisal for the offense. 

$ Consider what corrective disciplinary actions the department and your Personnel Bureau has taken In similar instances. 

$ Consider the employee=s previous conduct. 

$ Consider the probable cause of the employee=s behavior. 

$ Consider what corrective action will most likely eliminate the cause and prevent a reoccurrence 

$ Consider the employee=s possible reaction to the corrective action. 

3. Above all else, be fair and impartial in arriving at the corrective action you decide to 
take. Nothing will do more to undermine the morale of your employees and their 
confidence in you than the feeling that you are being arbitrary, unfair, or partial in your 
treatment of them. Be aware of the actions that really upset you personally as these 
feelings may affect your objectivity. 
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SUGGESTED GUIDE ON CORRECTIVE DISCIPLINARY ACTIONS 

Various kinds and degrees of corrective disciplinary actions are suggested in this guide as an aid toward securing greater uniformity and more appropriate actions in disciplinary matters. Because the DMV is a large complex organization, it is impossible to develop any Amagic formula@ that will automatically determine the proper corrective disciplinary action to be taken in every situation. Each situation must be considered on its own merits and circumstances. 

The suggested range of actions indicated for a specific offense should not be interpreted to mean that a disciplinary action is necessarily unreasonable if it falls outside the minimum and maximum limits of the range indicated (as outlined in the Prohibitions and Penalties). The circumstances surrounding a particular situation may well justify a more or less severe action than those included within the range indicated. Nothing in this guide should be construed as constituting a waiver of the DMV-s prerogative to administer corrective disciplinary action in any order that may be warranted. 

Types of Corrective Disciplinary Actions 

It is expected that all corrective disciplinary actions have been preceded by ongoing communication between the supervisor and the employee in an effort to correct the situation, unless of course there was no way of anticipating the employee=s offense from his/her previous conduct. It is also expected that there are up-to-date Work Performance Standards in place and those standards have been communicated to the employee prior to any action taking place. 

1. Oral WarningNerbal Counseling by the supervisor(s) who is responsible for the employee=s daily activities. Before the meeting, thoroughly investigate the incident by gathering all the facts about the offense and evaluating them. Include in your investigation and subsequent discussion what rule was violated, who was involved, when and where it occurred, who witnessed the incident and what the employee=s past record is. During the meeting be sure to allow enough time for a thorough discussion of the incident. Listen to the employee and evaluate his/her explanation. If the employee denies there is a problem, explain your concern and reiterate to the employee specifically what you expect from him/her. Make sure the employee understands your expectations and ask the employee what he/she will do specifically to solve the problem. Explain that this Is an oral warning, that he/she will receive a personal copy of the notes from the meeting, and that you are confident the problem will not occur again. After the meeting write a note summarizing the oral warning, give a copy to the employee, and keep a copy for yourself in the office 
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personnel file of the employee. If you need to take further action the notes will be 
valuable in showing a history of problem performance and corrective action. Follow up 
on the employee=s performance and give feedback on improvements. If the employee 
does not improve, initiate appropriate and progressive disciplinary action as required by 
NAC 284.638, and outlined in the Department=s Prohibitions and Penalties document. 

2. Written Reprimand by the employee=s supervisor(s) whose responsibilities 
include taking formal corrective disciplinary actions. (This supervisor may or may 
not be the same person as mentioned in the oral warning section.) Written reprimands 
must be on the standardized form (NPD-52). In the body of the statement, be sure to 
include the following: 

$ the date of the incident (or knowledge of) 

$ the specific rule(s) violated or the performance problem that occurred 

$ reference the previous oral discussion(s) or any other counseling the employee 
received about appropriate performance 

$ a statement outlining the specific improvement in performance and behavior needed 
and a time limit in which the improvement must occur 

$ a statement regarding progressive disciplinary procedures/guidelines if the 
performance and/or behavior does not improve. 

Discuss all of these points with the employee in a private setting, allowing plenty of time 
for the employee to respond. Evaluate the employee=s explanation taking into 
consideration previous oral warnings. If the employee denies there is a problem, explain 
your concern and tell the employee specifically what you expect from him/her. Also 
explain that a copy of the written reprimand will go in the employee=s permanent 
personnel record. After the formal discussion, follow up to see that the employee has 
improved his/her performance/behavior. Provide positive feedback to the employee 
for any improvement. If performance/behavior has not improved, consult with the 
Personnel Bureau for further action. If the employee refuses to sign the form, state this 
fact on the form and obtain the signature of a witness. 

SPECIAL NOTE REGARDING ITEMS 3,4 AND 5, FOLLOWING: An employee who is 
the subject of an internal administrative investigation that could lead to a level of 
disciplinary action outlined in 3,4 or 5 below must he, (I) provided notice in writing of the 
allegations against him before he is uestioned re ardin the all rations and (2) afforded 
the right to have a lawyer or other representative of his choosing present with him akaixt 
time that he is questioned regarding those allegations. The employee must be given not less 
than 2 business days to obtain such representation, unless he waives his right to be 
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3. Suspension * without pay requires form NPD-41. If a written reprimand is not 
effective, or if the seriousness of the offense warrants, an employee may be suspended 
without pay for a period not to exceed 30 calendar days (refer to Prohibitions and 
Penalties). The Department Personnel Officer must review all disciplinary action 
Involving a recommendation of suspension prior to the action. When meeting with the 
employee, describe the performance problem and review past discussions. Make sure 
the employee understands the purpose for the meeting and ask the employee to 
respond, Explain what disciplinary action you must take and why you believe you must 
take it. Explain specifically the performance/behavior you expect from the employee and 
ask the employee to commit to meet your expectations. Emphasize your belief that the 
employee can improve. After the meeting, follow up on the employee=s performance 
making sure to praise the employee for any improvement. If the employee has not 
improved, consult with the Department Personnel Officer for further steps. If the 
employee refuses to sign the form, state this fact on the form and obtain the signature of 
a witness. 

4. Demotion * to a lower class requires the NPD-41 form. Refer to the Prohibitions and 
Penalties for offenses that may result in demotion. If the employee refuses to sign the 
form, state this fact on the form and obtain the signature of a witness. Please consult the 
Department Personnel Officer prior to taking any action. 

5. Dismissal */** from service requires the NPD-41 form. Refer to the Prohibitions and 
Penalties for offenses that may result in dismissal. If the employee refuses to sign the 
form, state this fact on the form and obtain the signature of a witness. Please consult the 
Department Personnel Officer prior to taking any action. 

NOTE: The Personnel Bureau must review all disciplinary actions involving a 
recommendation of suspension, demotion, or dismissal of a regular employee 
prior to the action. The Personnel Bureau will consult with a representative of the 
Attorney General=s office regarding recommendations of suspension, demotion 
or dismissal, as required by Section 1702.0 of the State Administrative Manual. 

*If actions 3, 4, or 5 are recommended for a permanent classified employee, the pre-
disciplinary hearing guidelines must be followed (AlifiC 284.656.) Employees so affected 
will have a right to a disciplinary hearing prior to action being taken. The Personnel 
Bureau coordinates all pre-disciplinary hearings. 

** Dismissal of a probationary employee is processed differently. See page 13 
below for information regarding probationary employees and permanent 
employees being restored from a ATrial Period@ to their previous position. 
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WHEN IT IS NECESSARY TO DISMISS AN EMPLOYEE 

(The following is provided as general information only.) 

The ADismissal Meeting@ 

Dismissing an employee is one of the most difficult responsibilities of a supervisor. So it 
is important that managers and supervisors give careful consideration to how employees 
are dismissed to avoid possible legal liability and to minimize the disruption terminations 
can have on an employer=s operations. By following proper procedures, a manager can 
help ensure that dismissals are carried out in a manner that complies with federal and 
state laws, maintains workplace security and safety, and protects departmental property. 

As a general rule, it is inadvisable to dismiss an employee on Friday. The employee 
dismissed on a Friday will usually be distraught over the dismissal during the weekend. 
Since most businesses are closed on weekends, the employee will not utilize the 
weekend to search for another job, but rather will let a sense of injustice fester. 
Moreover, dismissing an employee at the end of the day is equally inadvisable. By 
dismissing an employee at the end of the day, the employee believes that he/she has 
been used by the employer up until the last minute. 

Where to hold the ADismissal Meeting@ 

When deciding where to hold the Adismissal meeting,@ one fact should be paramount in 
the employer=s mind: to lessen the employee=s discomfort, Including any potential 
embarrassment or humiliation, and to increase the chance that the employee will quickly 
regain his or her composure and not fall apart. As a general rule, the Interview should be 
private, held in a conference room or in some other area. Avoid the normal work area. 
Two employer representatives should be present during the dismissal meeting. 
Notification of dismissal should come from the employee=s manager or immediate 
supervisor. The Adismissal meeting@ should cover such information as: 

$ How and why the employee is being dismissed; 

$ When the dismissal will be effective; 

$ Collecting departmental property (such as keys, credit cards, cell phones, 
pagers, etc.); and 
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Conducting the Meeting 

Supervisors should maintain a businesslike tone. When conducting the meeting, stay 
away from small talk. It is absolutely imperative that the employee be informed of the 
decision within the first few minutes. The decision must be explained briefly and clearly. 
Tell the truth. While this is more easily stated than done do not gloss over the dismissal 
reasons. 

$ Refrain from blaming others. Managers and supervisors should not attribute the 
decision to others in the department, Do not say: Al=m sorry, Frank, but John has 
decided you have to be let go@ or even worse, Al=m sorry, you know if it was up to me, 
you wouldn=t be terminated.@ 

$ Stick to the facts. 

$ Make the dismissal announcement objective. 

$ Avoid assumptions or subjective inferences. 

$ Avoid accusing an employee of improprieties in the dismissal announcement unless 
the employer can absolutely prove it. 
The failure to tell an employee the truth about the reason for his or her dismissal can be 
fatal to an employer=s case should there be a challenge to the termination through the 
hearings process provided by Personnel regulations. Supervisors must state clearly that 
this is a final decision. Often times an employee will buffer himself or herself from 
traumatic news by failing to hear or failing to understand the news. The supervisor must 
make it very clear that the employee is dismissed. Although, as a supervisor you may feel 
sympathetic, especially when the employee=s reaction is emotional, the supervisor 
should merely listen and avoid getting into a prolonged discussion with the employee. 

Dealing with Arguments, Threats and Emotional Reactions. 

Employee reactions can run the gamut from anger to tears to dead calm. Loss of a job 
comes as a severe shock, even when the employee expected and had ample warning 
through the progressive discipline process. The supervisor should never argue with the 
employee in an attempt to justify the decision. Supervisors should be courteous, 
confident, firm and unwavering. A supervisor should never apologize for the decision. 
The employee who tries to get the supervisor to change the dismissal decision by asking 
what he or she can do to get the job back must be told that it is too late for this job, but 
can be advised on work behaviors the employee should try to improve for the next job. 

An employee may bring up personal or financial issues and how losing his or her job will 
devastate the family. The supervisor should refrain from a Ayou should have thought of 
that before@ but can point out that the employee had ample warning through the 
progressive discipline process. 
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If the employee begins crying, the supervisor should not attempt to get him or her to stop, 
but allow time for the employee to recover. The supervisor should show concern, perhaps 
offer a tissue or a glass of water, but not apologize. If the employee reacts by shouting 
and cursing, the supervisor should state emphatically that the interview will not continue 
until the individual calms down. Above all, the supervisor should not respond in kind but 
retain a normal tone of voice. 

Dismissed employees often make threats that they have no intention of carrying out. If an 
employee threatens to go to a lawyer, a supervisor should not respond, or should merely 
make a neutral comment such as, AThat is entirely your own decision.@ Of course if 
threats include violence or other illegal acts, supervisors may wish to call a witness, If 
violence appears imminent, the supervisor should immediately call security or Capitol 
Police. 

Rejecting Probationary Employees 

During a probationary period, an employee may be rejected for any lawful reason, 
Federal and State Laws prohibit discrimination in employment on account of: 

$ Race, color, ancestry, and ethnic characteristics 
$ Gender 
$ Religion 
$ National origin 
$ Pregnancy 
$ Disability 
$ Age 

A Permanent employee being rejected from a position to which s/he has been promoted 
during the ATrial Period@ is restored to his/her previous position. If you, as a supervisor, 
are considering rejecting an employee during the probationary period or trial period, 
please contact your Personnel Bureau prior to any action. 

Pay and Benefits 

Inform the employee to call his/her benefits office to arrange for continued insurance 
through COBRA, Inform the employee that his/her final paycheck will be received through 
the normal payroll cycle. The employer is not required to issue a special check upon 
termination of employment (NRS 608.020, 608.030 and 608.050 does not apply to State 
of Nevada when the state is acting as employer.). If an employee is eligible for an annual 
leave payoff, he/she can expect payment in the next regular pay cycle following receipt of 
the complete record in the Personnel Bureau. 
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The Federal Unemployment Tax Act regulates unemployment insurance. Unemployment 
benefits are financed by a tax on a certain portion of wages paid to employees. Generally 
the amount an individual is entitled to receive is 50 percent of weekly earnings up to a 
maximum amount prescribed by state law. Benefits typically continue for 26 weeks. In 
periods of high unemployment, however, extended benefits are normally available. There 
is an initial waiting period in most states before benefits begin, typically one week. 

In order to be eligible for benefits, an employee generally must have lost a job through no 
fault of his or her own and must be ready, willing, and able to work. Workers who are 
fired for gross misconduct are generally not eligible for benefits. Dismissed employees 
may contact their nearest unemployment office to apply for unemployment 
compensation. 

Public Employees Retirement Program (PERS) 

The Personnel Bureau is responsible for any notifications that must be made to PERS. 
Inform the employee that he/she may contact PERS directly for information pertaining to 
his/her own retirement account. 
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TRAINING REQUIRED FOR SUPERVISORS OF CLASSIFIED EMPLOYEES 

Supervisors are required to attend training to familiarize themselves with the unique terms and conditions 
associated with state employment These requirements are mandated by the Nevada Administrative Code 
(MAC) 284.498 and, in the case of sexual harassment training, by the Director of DMV. The required 
training includes: 

Sexual Harassment Training 
Drug-Free Workplace Training 
Six hour of training in the subject of Equal Employment OppOrtUnity 
FiVe days of training in subjects related to supervisory functions. * 
$ Coaching for Supervisors 
$ Essentials of Management 
$ Work Performance Standards 
$ Supervisors Safety Training 
$ Leadership for Supervisors 
$ Training concerning the preparation of a report on performance (Form NPD-18) 

Equal Employment Opportunity 
The-supervisor shall take at least six hours of training in the subject of AEqual Employment 
Opportunity.@. This class Is offered through the State of Nevada Department of Personnel 
Training office. 

Report on Performance 
Training concerning the preparation of a report on performance must be completed before a 
supervisor can evaluate a classified employee. A supervisor may be certified In one of two ways: 

$ An Employee Appraisal Training provided by Personnel Bureau. This training tape has been approved and 
certified by the Department of Personnel in lieu of the state training class. 
$ AEmployee Appraisal for Supervisors( offered through the State of Nevada 
Department of Personnel Training office. 

Drug-Free Workplace Training 
Training concerning a drug-free workplace, can only be taken by enrolling in the course entitled 
AAlcohoIand Drug Testing Program.: offered through the State of Nevada Department of Personnel 
Training office. 

Sexual Harassment Training 
The DMV Director has mandated ASexual Harassmentii training for all supervisors, managers and staff 
employees. This training is offered at each DMV facility or primary Branch through the Management 
Services and Programs Training Unit. 

*The appointing authority may accept in lieu of the training required, supervisory training taken by 
a supervisor during the two years preceding his/her appointment 

Please note: The information provided in this section are courses required by the Nevada Administrative 
Code and the DMV. Each DMV facility may have additional requirements. Please contact your Personnel Bureau for 
further information. 
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MEMORANDUM 
from 

Bruce H. Breslow, 
DIrootor • 

Phone: (778) 6134-486 
Fop (778) 6844892 
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APIII 28, 2011 

All DMV Employees 

Etubterik 	,Departm ant Records 

It has come to Tny attention that DepartMenl records have been acceased for non-bueInsai or personal reasons. I 
want to remind each of you that querying DMV recorde for a purpose other than DMV guinea° le etrfolly forbidden. 
In addition, you may not prooese Irene aotione on your on records or recce& of family, friends or aoquaintamme, 

Prohibition and Penally Q 	elates, 'The use, ormanOulalion of, product ion. ricia orf, 11,.totritilitti alrekra The aenpo 
of one's Job reeponlibilRke, tar non•buttness or panne reasons, lc 	Prolcolled and WV he cuPfcot fo 
prossoulionigtdat 	208,431,N 'That:Mt offense satires* fn tanniriation s  

In &Milled:lila Depattnistlt Comp:illeitoUeage Policy Oates, 'the infonnallon oontained WV System records Re 
for see one' Daparfffieflini boa and ia proprietary Informalion, infonnation from the DMV System should 
not be used for:any purpose other en for oompleting authorized franeaefone for ouslomets, All Infotmetlon in the 
DMV eyehole is confidential coveittd by the nriVaoy vol end cannot bb distributed to notauthodzed persona.° 

The public entrusts lififf Department to ensure their personal Information, whether tie information on their ditrens 
!Mena% vehlble eegistralion o litle, m4ntelned In a secure environment and ueod only for official purposee. I 
expect each employee In. this Department to honor and reaped that trust. 

• 
The DePailinent hoe tools M Oleos to monitor all computer application activity to include Identifying all Iraneactione 
completed by each Individual We will continue to audit Imneaction activity. Appropriate disciplinary actin wM be 
taken It violations or policy occur as they concern [NV rsoords. 

We ore the keepers of pergonppo'd °oaf iden114111orrnetion of most Nevada resident% Out priority le to ensure the 
proteotibn and seoutity of this Information with which we have been signaled. 

4155-AD  
Employee ID le 141i—Oat 

°Saloom; v HR filo 
	

6x,h141)it 	44%2011 
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Brian San#oval 
Governor 

Troy 1.. Dillard 
Director 

opmop ,,,,IWAINOu VvtIclos 

656 Wright Way 
Carson City, Nevada 89711-0900 

Telephone (776) 684-4368 
www,dmvnv.com  

December 9,2013 

Troy L. Dillard, Director 
Department of Motor Vehicles 

To: 

afttOYEILY—,LVLOYLE 

*1011-0„1.L., 

• 

Programs FROM: 	Terri Carter, Administrator, Man'S 
Department of Motor Vehl 

Subject: 	Pre-Disciplinary Hearing 
Cara O'Keefe 

On December 6, 2013, at 9:00 a.m., I held a pre-disciplinary hearing for Cara 
O'Keefe. In attendance at this meeting were Cara O'Keefe and myself. The 
reason for this hearing was the Specificity of Charges Issued against Ms. 
O'Keefe by the Motor Carrier Division for violatIng•the following: 

A. 	From the Nevada Administrative Code: 

NAC 284.646 Dismissals. (NRS 284.065, 284.155, 284.383, 284.385) 

1, An appointing authority may dismiss an employee for any cause set forth In NAC 
284.650 if: 

(a) The agency with which the employee Is employed has adopted any rules 
or policies which authorize the dismissal of an employee for such a cause; or 
(b) The seriousness of the offense or condition warrants such dismissal. 

2. An appointing authority may Immediately dismiss an employee for the following 
causes, unless the conduct Is authorized pursuant to a rule or policy adopted by 
the agency with which the employee Is employed; 
(b) Unauthorized release or use of confidential information 

NAC 284.646 Causes for disciplinary action. (NRS 284.065, ?84.155, 
284.383) 

Appropriate disciplinary or corrective action may be taken for any of the following 
causes: 

1. Activity which Is Incompatible with an employee's conditions of employment 
established by law or which violates a provision of NAC 284.653 or 284.738 
to 284.771, inclusive. 

6. Insubordination or willful disobedience. 
7. Misrepresentation of official capacity or authority. 
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B. 	From the Nevada Department of Motor Vehicles Prohibitions and Penalties: 

1 

TYPES OF DISCIPLINARY ACTIONS 

1. ORAL. WARNING: By the supervisor(s) responsible for the employee's activities. This 
action may be ether oral or written, or both. Oral warnings reduced to writing are 
maintained In the supervisor's file. Oral Warnings are not forwarded to the 
employee's Department personnel file or to the State Department of Personnel, 
Records Division. 

2. WRITTEN REPRIMAND: By the supervisor(s) responsible for the employee's 
activities. This action should be both oral and written. It must be signed by the 
supervisor and employee, a copy given to the employee, and a copy sent to DMV 
Personnel for the employees file and the Department of Personnel, Records 
Division. Written Reprimands must boon the standardized form NPD-52. If employee 
refuses to sign the form, state this fact on the form and obtain the signature of a 
witness, 

3. SUSPENSION: Without pay for a period of no more than 30 working days: Requires 
NPD-41 form — Specificity of Charges. If employee refuses to sign form, state this 
fact on the form and obtain the signature of a witness. 

4. DEMOTION: To a lower class: Requires NPD-41 form - Specificity of Charges. If 
employee refuses to sign form, state this fact on the form and obtain the signature of 
a witness, 

5. DISMISSAL from service: Requires NPD-41 form - Specificity of Charges, If 
employee refuses to sign form, state this fact on the form and obtain the signature of 
a witness. 

Department of Motor Vehicles Prohibitions & Penalties 
•I u  Offence e Offence Additional 

B. Performance on the job  , Mln. Max. Mln. 	Max. Min. Max. 

23, Disregard and/or deliberate failure 
to comply with or enforce statewide, 
department or office regulations and 
policies, 

2 5 3 5 4 5 

C. Neglect 	of, 	or 	Inexcusable 
absence from the Job 

4. Conducting personal business 
during working hours, 

1 2 3 5 3 

G. Misuse of Information 
Technology 

1. The use, or manipulation of 
production data or information 
outside the scope of one's job 
responsibilities, or for non-business 
or personal reasons, is strictly 
prohibited and may be subject to 
prosecution under NRS 206.481. 

5 - - - - - 

H. Other acts of misconduct or 
IncompatIbIlltr 
4. Unauthorized or Improper disclosure 
of confidential information 

.1 6 2 5 3 5 
7. Acting_ In an official capacity without 1 6 2 6 3 5 	., 

1 
1 

000050 

AA0001 31 



• 
authorization 

DMV Policy 2.19.6, Computer Usage Policy Manual 
Information Abuse 

As found In NRS 242.105, NRS 281 section 1, and NAC 284,650: 
Information contained In DMV system records Is for use only for 
Departmental and business and Is proprietary Information. Information 
from the DMV system should not be used for any purpose other than for 
completing authorized transactions for customers. 

I discussed the Pre-disciplinary Hearing process with Cara and read the review 
of the purpose of the hearing, the charges, and the grounds. 

I then opened the hearing for Ms. O'Keefe to present her response to the 
charges and the grounds provided by her division. Ms. O'Keefe began by stating 
she had prepared a written response and would provide me with a copy 
(Employee Exhibit 1). Ms. O'Keefe read her written statement to me and noted 
she had not received the notarized letter referenced In her statement due to an 
issue with her mall delivery, Ms. O'Keefe said she expected to receive the letter 
and would provide It to either Human Resources or myself. On December 9, 
2013, at approximately 3:00 p.m. Ms. O'Keefe provided a copy of an email from 
the family friend indicating he gave her permission to access his records 
(Employee Exhibit 5). 

I asked Ms. O'Keefe if she would respond to each of the prohibitions and penalty 
violations: 

Item B23: Ms. O'Keefe stated she did not give information that was not 
authorized by the family friend, The family friend provided her with his driver's 
license number and that Is what she gave to the Sheriffs office. Ms. O'Keefe 
stated she was trying to resolve an issue with the friend's address because he 
had not received any notifications from the department regarding his driver's 
license status. She further stated she looked at the male and female friends' 
records to verify if an address change had been completed. 

Item C4: Ms. O'Keefe stated this was a DMV-related issue and she accessed 
the records during her break and lunch periods. Ms. O'Keefe could not recall her 
work hours, 

Item G1: Ms, O'Keefe stated again this was a DMV-related Issue and that she 
has assisted other non-Motor Carrier customers during the course of her 
employment. She further stated she did not manipulate any data, but looked up 
the data to validate the Information the family friend gave to her. 

Item H4: Ms, O'Keefe reported she did not give any information other than the 
driver' license number which was provided by the family friend. Ms. O'Keefe 
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admits she gave his name and driver's license number to the Sheriff's office. 
Cara stated she believes the Sheriffs office did not return her call because she 
was calling on the friend's behalf, so she provided him with the information to 
contact the Sheriffs office. 

Item H7: Ms. O'Keefe stated she did not act In an official capacity and that it was 
a reflex/knee Jerk reaction to say, "Cara with Motor Carrier". 

Ms. O'Keefe stated her details could have been clearer if this had been done 
more timely. Cara stated if this was a terminable offense It should have been 
addressed sooner. I asked Cara what she would deem a suitable disciplinary 
action and she responded no disciplinary action is warranted because she 
viewed the information with the family friend's permission. 

Based on the documentation provided in the NPD-41, Ms. O'Keefe's written 
statement and supporting documentation, and information gathered during the 
December 6, 2013, hearing, I concur with the recommendation of the supervisor 
to terminate Ms. O'Keefe based on the violations set forth in accordance with the 
Department of Motor Vehicles Prohibitions and Penalties. This act was outside 
the scope of her responsibilities and was done for personal reasons. The fact 
that the family friend gave her permission does not Justify violating laws and 
policies. In addition, misuse of information technology Is a terminable offense for 
a first time violation. 
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In 9 years of serving with the State of Nevada I have been an exceptional employee. I 
have never been called Into a supervisor's office to be reprimanded, written up, or 
received a complaint, With the exception of 2 "meets standards" evaluations, I have 
received "exceeded standards" on every evaluation. My last review showed that I alone 
was responsible for 44% of our unit's letters. In fact, Director Roberts sent me a thank 
you letter indicating that I was directly responsible for a 19% Increase in revenue. 

To insure my continued job effectiveness, I have attended numerous training classes 
and served on various work related committees, Aside from serving on the Activities 
committee, I was chairperson of the Mc Fish committee (moral and team building). At 
the Division of Insurance I served on the 1033 committee (a criminal investigation 
committee) and safety committee as I was CPR & first aid certified. Over the years, I 
have received numerous smalls, kudos, and awards for my assistance to other teams, 
departments, co-workers, and supervisors. My customer service and integrity are 
beyond reproach. 

On September, 161h, 2013 I was Informed that I was being investigated for a computer 
use violation that occurred on August 8 & 10, 2012 in which a supervisor was not 
Informed of until December 28, 2012 - over 4 months after the fact. The investigation Is 
based on an Incident when I received a phone call at work from a family friend that 
previously received a DUI and was not allowed to drive. He had received a job 
opportunity that required a driver's license and needed help to see if and when he could 
get his license privileges reinstated. He was embarrassed about his situation and didn't 
want to come in for help; knowing that I worked at the DMV he knew he could trust me. 
At no point did any transactions ever occur, or did I make any changes to any records in 
the system. I did nothing for him that I would not do for any other customer; provide the 
Information he needed to resolve his issue- with his permission and by his request. Pet+ .  
the attached notarized statement, he gave me permission to look at his personal 
records to retrieve information required to figure out how I could provide Information to 
assist him. In addition, I asked questions of other DMV personnel since I was not 
proficient In this area. As an employee and representative of the DMV, I assisted him in 
getting the Information he needed for the resolution he required. I felt as a DMV 
employee It was my obligation to provide excellent customer service to him. 

Helping the public is what we are called to do. In fact, as I walk through the lobby 
downstairs, I am regularly stopped by customers asking all sorts of DMV related 
questions. We get phone calls on a daily basis In our departments that do not belong to 
us. Customers get irritated with calls being forwarded to numerous people and never 
getting answers they need, so they often "jump lines" to get to a live person. When this 
happens, it may not be a miter carrier issue, but I do not tell them "too bad, it's not my 
department". I do not transfer them around and aggravate them further, I find out what 
they need and try to assist them, This Is good customer service, in fact, the DMV has a 
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motto, "Yes, I Can Help You With That" Employees all wear buttons with this statement 
emblazoned on them. All I was providing was good customer service to a customer who 
trusted me and called me directly. 

During my break time I did make 2 phone calls to the sheriffs office for this friend to find 
out who he could speak to or what he needed to do to get the process of a restricted 
license going. Just as I have occasionally answered my home phone "Motor Carrier this 
is Cara", out of reflex I introduced myself as "Cara with Motor Carrier' in my 1 81  phone 
call to the sheriffs office; however I never implied or said I was inquiring on behalf of the 
Department. Answering the phone, sometimes hundreds of times a day, reflex kicks in. 
It was nothing more than a reflex. In my second phone call to the sheriffs office (as they 
were supposed to return my call with answers to questions, they did not. It required me 
to call back) I do not recall introducing myself as such, It was more than a year ago. I 
have close personal friends in Nevada Highway Patrol, Bailiffs In 2 different counties, 
lawyers and officers of different levels in multiple counties. I would have never needed 
to use my "clout" as a DMV representative; I could have simply gone to my law 
enforcement friends and asked for help, but I didn't feel the need to do that here nor 
would I have. I inquired as a member of the public and received public information as to 
how to resolve my customer's issue. I was not afforded or given any information 
because I was an employee of the Department. 

As a Revenue Officer for the Department of Motor Vehicles, having the authority to 
place liens, holds and revoke credentials, we speak with law enforcement on a regular 
basis both on the phone, In person and via email, I find it difficult to believe that 
someone who overheard a one-sided conversation in August could know who or what 
my conversation was about Plus, why would that person never say a word about it until 
nearly a month after I left the department. 

In approximately 2011, the sheriffs office came Into the Motor Carrier section at the 
DMV and served a restraining order to an employee. This employee looked up the 
personal information of a customer, stalked and harassed the customer to the point that 
law enforcement Intervention was required. In this case, the employee not only 
received only some suspension without. pay, but was also allowed to select when she 
took the unpaid time off. Yet I did nothing Illegal and am being recommended for 
termination. 

The Department knew of this "violation" more than a year ago and never notified me. 
The employee handbook indicates that I will "be informed promptly and specifically" of 
any deficiencies. More than a year later would Indicate this was not a serious offense 
and certainly was not prompt. I have received disparate treatment as you can see by 
the discipline given to the other employee that had to be served a restraining order, 
broke the law and accessed a customer's record without permission, I did neither of 
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these. I request that I be fully reinstated to my Revenue Officer II position without any 
further penalty. 
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by a state officer or employee in the performance of his/her official duties, whether or not the 
action' is within the scope of his/her employment, whichris: 

1, In violation of any state law or regulation; 
2. An abuse of authority; 
3. Of substantial and specific danger to the public health or safety; or 
4. A gross waste of public money. 

State officers or employees are prohibited by state law from using their authority or influence to 
prevent disclosure of improper governmental action by other state officers or employees, 
"Official authority or influence" includes taking, directing others to take, recommending, 
processing or approving any personnel action such as an appointment, promotion, transfer, 
assignment, reassignment, reinstatement, restoration, reemployment, evaluation or other 
disciplinary action. 

NRS 281.641 spells out the appeal process in the event reprisal or retaliatory action is taken 
against a state officer or employee who discloses improper governmental action. Any claim of 
reprisal or retaliatory action must be filed with the Division Administrator of Human Resource 
Management within 10 working days after the alleged reprisal or retaliation occurred. The claim 
must be submitted on a form provided by Human Resource Management. You may contact 
Human Resource Management for more information. (NRS 281.611-281.671) 

Discipline — If your performance as an employee for the State fails below standard you will be 
informed promptly and specifically of the deficiencies by your supervisor. If you are a 
permanent, employee and your conduct comes under one of the causes for action listed in NAC 
284.646, 284,650, or your agency prohibition and penalties, you will be subject to discipline. 
Disciplinary action will typically be of a progressive nature depending on the severity of the 
offense, 

A discussion of the specific types of disciplinary actions, including oral warnings, written 
reprimands, suspensions, demotions and dismissals, can be found in the Nevada Administrative 
Code, (NRS 284.383, NAC 284.638-284.656) 

Policy on Honorarium — State law prohibits public employees and public officers from 
accepting or receiving an honorarium, defined as the payment of money or anything of value, for 
an appearance or speech while acting in the capacity of a public officer or public employee. 
(NRS 281A.510) 

Political Activity — Employees may vote as they choose and express their political opinions on 
any or all subjects without recourse, except that no employee may: 

1. Directly or indirectly solicit or receive, or be in any manner concerned in soliciting or 
receiving any assessment, subscription, monetary or non-monetary contribution for a 
political purpose from anyone who is in the same department and who is a subordinate of 
the solicitor; 

2. Engage in political activity during the hours of state employment to improve the chances 
of a political party or a person seeking office, or at any time engage in political activity to 
secure a preference for a promotion, transfer or Increase in pay. (NAC 284.770) 

31 
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	• 

NAC 284.638 Warnings and written reprimands. (NRS 284.065,284.155,284.383) 
1. If an employee's conduct comes under one of the causes for action listed in NAC 

284,650,  the supervisor shall inform the employee promptlY and specifically of the conduct: 
2. If appropriate and justified, following a discussion of the matter, atreasonableperiodeof 

,time' for improvement or correction may be allowed before initiating disciplinary action. 

3. In situations where an oral warning does not cause a correction of the condition or where 
a more severe initial action is warranted, a written reprimand prepared on. a form prescribed by 
the Division of Human Resource Management must be sent to the employee and a copy placed in 
the employee's personnel folder which is filed with the Division of Human Resource 
Management. 

Zt4kN1/4.10\A--  
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(no subject) 

Daniel Cunningham <cunninghamdanle1016@gmall.com > 
	

Mon, Deo 9, 2013 at 11:56 AM 
To: wcbokeefe5©gmail.com  

1 Daniel Cunningham gave oars okeefe permission to access my personal records in order to see the status of 
my DUI. 
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Jeff Mohimikurna 
Director 

Lee-Anu Easton 
Administrator 

11111111 S1111110V111 

G01'01110 

STATE OF NEVADA 
DEPARTMENT OF ADMINISTRATION 
Division of Human Resource Management 

Agency HR Services 
100 N. Stewart Stteet,.Sulte 230 I Carson City, Nevada 89791 

Phone: (775) 89-1-0150 I mm,hrmvx.or  I NIX: (775) 074150 

MEMORANDUM 
Revised 08/19/13 

DATE: 	August 12, 2013 
	

/ f.,)% 

TO: 	Alys Dobel, Personnel Officer 3 

FROM: 	Chrissy Miller, Personnel Analyst 
Division of Human Resource Management-HR Services 

SUBJECT: Restoration of Cara O'Keefe 

Cara O'Keefe is being restored to her former position with the Department of Motor 
Vehicles. This constitutes notice pursuant to NAC 284.462 subsection 3, requiring the 
appointing authority which is effecting the restoration to give written notice to the agency 
from which the employee was promoted. 

Cara O'Keefe will remain with the B&I Insurance Division until 09113/13. Cara O'Keefe 
will he instructed to report to the Department of Motor Vehicles on Monday, September 
16, 2013. 

Please contact me at (775)684-0249 if you have any questions or concerns. 

Cc - 	Agency 1-1.R Services Agency File 
Division of Human Resources Official Service Jacket 

I • " 
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Brian StIlldoVill 
Pernor 

,1eff Mohlenkamp 
Director 

Lee-Ann Easton 
Atindoktrotor 

STA'ICE OF NEVADA 
DEPARTMENT OF ADMINISTRATION 
Division of Human Resource Monagenrent 

Agency R Services 
inn N, Stewing Street, Suite 230 I Carson City, Ne% ruin 89701 

P10ine: (775)084-0150 I 11110:fhlopmy40%,  I Rix: (775)037-1150 

Revised 

August 19, 2013 

Cara O'Keefe 
B&I Insurance Division 

Dear Ms O'Keefe 

This letter shall serve as notification that you have not attained permanent status 
as Management Analyst 2 with the Department of Business and Industry-
Insurance. In accordance with the Nevada Administrative Code 284.462, you will 
be restored to your former position with the Department of Motor Vehicles, 

They have been notified of the need to restore you to your former position as a 
Revenue Officer 2, effective on September 16, 2013. Please report to your 
supervisor Karen Stoll on this date, at 8:00 am, 

Please contact Agency HR Services at 775-684-0201 If you have any questions 
regarding the process. 

Sincerely, 

.SChri\ssy Miller, Personnel Analyst 
Agency HR Services 

cc: 	Department of Business & Industries-Insurance Division 
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1 (1940). An employer has not acted arbitrarily or capriciously in the discipline of an employee 

2 where substantial evidence of legal cause exists affecting an employee's qualifications or 

3 performance of his duties. Id 

4 	Substantial evidence is evidence that "a reasonable mind might accept as adequate to 

5 support a conclusion." State Emp. Sec. Dept. v. Hilton Hotels, 102 Nev, 808, 808, 792 P.2d 

8 497 (1986), citing Richardson v. Pam/es, 402 U.S, 389, 91 S.Ct. 1420 (1971). "Substantial 

7 evidence [does] not Include the idea of this court weighing the evidence to determine if a 

8 burden of proof was met or whether a view was supported by a preponderance of the 

9 evidence. Such tests are not applicable to administrative findings and decisions." Hilton 

10 Hotels, 102 Nev. at 608, 792 P.2d at 498 n. 1. A court reviewing the record to determine 

11 whether a decision was supported by substantial evidence cannot "pass on credibility or 

12 reverse an administrative decision because it is against the great weight and clear 

13 preponderance of the evidence, if there is substantial evidence to sustain It." id. Conversely, 

14 in order to act arbitrarily and capriciously, an administrative agency must act in disregard of 

15 the facts and circumstances involved. Meadow v. The Civil Say. Bd. of LVMPD, 105 Nev. 

16 824, 827, 781 13 .2d 772 (1989). 

17 	 An employees agreement to restrict [discipline] to those supported 

18 	
by just cause should not be followed by a further judicial 
Implication, which takes the determination of just cause away from 

19 	
the employer. 

20 Southwest Gas Corp. v. Vargas, 111 Nev. 1064, 1077 (1995) (citation omitted). 

21 	Likewise, the authority granted the hearing officer pursuant to NRS 284.390(8) is to 

22 determine whether the agency had just cause for the discipline "aeprovided in NRS 284.385." 

23 "It was a task of the hearing officer to determine whether [NDOC's] decision to terminate 

24 [Petitioner] was based upon evidence that would enable [NDOC] to conclude that the good of 

25 the public service would be served by [Petitioner's] dismissal." Dredge v. State ex rel. Dept. of 

26 Prisons, 105 Nev. 39, 42, 769 P.2d 58 (1989). Ultimately, the hearing officers authority is 

27 limited to determining whether the appointing authority had "Just cause' to support its decision. 

28 The issue is not whether there is substantial evidence to support the Petitioner's version of 

5 
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1 events, The Issue is whether there is substantial evidence showing that the agency had just 

2 cause for the discipline. 

	

3 	Substantial evidence will show that the agency had just cause to terminate Ms. 

4 O'Keefe employment. 

	

5 
	

POTENTIAL WITNESSES  

1. 	Karen Stoll, Revenue Officer III, Supervisor, Motor Carrier, DMV. 

	

7 
	

2. 	Wayne Seidel, Administrator, Motor Carrier, DMV. 

	

8 
	

3. 	Doreen Rigsby, Investigator. 

	

9 
	

4. 	Angela Messman, Motor Carrier, who overheard O'Keefe impersonate a DMV 

	

10 
	

Field Services employee in a call to the Carson City Sheriffs Office, 

	

11 
	

5. 	Michelle Schober, Motor Carrier, who overheard O'Keefe impersonate a DMV 

	

12 
	

Field Services employee In a call to the Carson City Sheriffs Office. 

	

13 
	

6. 	Aiys Dobel, DMV Human Resources Administrator. 

	

14 
	

7. 	Ann Yukish-Lee, DMV Central Services Manager. 

	

15 
	

8. 	Cara O'Keefe, Petitioner 

	

18 
	

9. 	Each and every witness named by Petitioner. 

	

17 
	

10, 	Rebuttal witnesses as needed. 

	

18 
	

UST OF DOCUMENTS 

	

19 
	

Respondent DMV anticipates that the Introduction of additional documents, Including 

20 photographs, may be necessary at hearing. DMV reserves the right to make such motion at 

21 the hearing upon establishing a proper foundation. 

	

22 
	

EXHIBITS  

	

23 
	

A. 	Specificity of Charges with Exhibits. 

	

24 
	

B. 	Pre-Disciplinary Hearing Officer's Report. 

	

25 
	

C. 	Letter of Termination. 

	

26 
	

D. 	Each and every exhibit produced by O'Keefe, if admitted into evidence. 

	

27 
	

E. 	Rebuttal exhibits as needed. 

28 /// 

6 
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C NTHIA R. HOOVER 
D puty Attorney General 
Bureau of Litigation 
Personnel Division 
Nevada Bar Number 8122 
5420 Kietzke Lane, Suite 202 
Reno, Nevada 89511 
(775) 850-4125 

Attorneys for Respondent-Employer 

By: 

1 
	 • 	• 

	

1 	 CERTIFICATION THAT DISCOVERY HAS BEEN COMPLETED  

	

2 	With this filing completed, Respondents have supplied Petitioner with documents tha 

3 will be used at the hearing. At the time of this filing, O'Keefe has not supplied Respondenti 

4 with anything she intends to use at the hearing. 

	

5 	 CONCLUSION  

	

6 	The substantial evidence will demonstrate that DMV had just and legal cause tc 

7 terminate O'Keefe's employment. Therefore, DMV respectfully requests that the Hearinc 

8 Officer affirm DMV's decision to terminate O'Keefe's employment. 

	

9 
	

RESPECTFULLY SUBMITTED this 20th day of March, 2014. 

	

10 	 CATHERINE CORTEZ MASTO 

	

11 
	 Attorney General 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 
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XII JUN 24 Of II: OS 
SUitAtier,ictlYE rEEP, 

CL 

ADAM PAUL LAXALT 
Attorney General 
DOMINIKA J. BATTEN 
Deputy Attorney General 
Nevada Bar No. 12258 
Personnel Division 
5420 Kietzke Lane, Suite 202 
Reno, Nevada 89511 
Tel: 775-850-4117 
Fax: 775-688-1822 
dbattenac.nv.cov 

Attorneys for Petitioner 

IN THE FIRST JUDICIAL DISTRICT COURT OF THE STATE OF NEVADA 

IN AND FOR CARSON CITY 

STATE OF NEVADA, ex rel., its 
	 Case No. 14 OC 00103 1 B 

DEPARTMENT OF MOTOR VEHICLES, 	
Department No. II 

Petitioner-Employer, 

VS. 

CARA O'KEEFE, an individual; and STATE) 
OF NEVADA, ex rel., ITS DEPARTMENT ) 
OF ADMINISTRATION, DIVISION OF ) 
HUMAN RESOURCE MANAGEMENT, and ) 
JILL GREINER, Hearing Officer, ) 

) 
Respondents,  	) 

NOTICE OF ENTRY OF ORDER 

PLEASE TAKE NOTICE that on June 15, 2015, the Court entered an Order in thi 

matter Granting Petition for Judicial Review and Setting Aside Hearing Officer's Decision file 

by Petitioner State of Nevada, ex rel., its Department of Motor Vehicles (DMV), by an 

through its attorneys, ADAM PAUL LAXALT, Attorney General, and DOMINIKA J. BATTEI' 

Deputy Attorney General, a true and correct copy of which is attached to this notice. 

/ / / 

/ / / 

/ / / 

/ / / 

/ / / 
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AFFIRMATION PURSUANT TO NRS 239B.030 

This document does not contain the socialisecurity number of any person. 

RESPECTFULLY SUBMITTED thii 	
(1A 
day of June, 2015. 

ADAM PAUL LAXALT 
Attorney General 

By: 
DOMINIKA J. BATTEN 
Deputy Attorney General 
Bureau of Litigation 
Personnel Division 
Nevada Bar No. 12258 
5420 Kietzke Lane, Suite 202 
Reno, Nevada 89511 

Attorneys for Petitioner 

I 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 
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17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 
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at,  
Pam Stanley, LSII 
An Employee of the State cif Nevada 

I 	 CERTIFICATE OF SERVICE 

2 	I hereby certify that I am an employee of the State of Nevada, Office of the Attorney 

3 General, and that on the 231d  day of June, 2015, I deposited for mailing, a true and correc 

4 copy of the foregoing Notice of Change of Counsel to: 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

5  Jeffrey S. Blanck, Esq. 
485 W. Fifth St. 
Reno, NV 89503 
Attorney for Respondent 

Jill Greiner, Esq. 
4790 Caughlin Pkwy. #120 
Reno, NV 89519 
Hearing Officer 

Department of Administration 
Division of Human Resource Management 
209 East Musser Street, Room 101 
Carson City, Nevada 89701-4204 

3 
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• 	• 
RECT.& FILED 

29151IN 15 PH 334 
$41tAN MIRRIWETHER,  

CLERK 

6 	IN THE FIRST JUDICIAL DISTRICT COURT OF THE STATE OF NEVADA 

7 	 IN AND FOR CARSON CITY 

8 	 -o0o- 

9 STATE OF NEVADA, ex rel. its 
10 DEPARTMENT OF MOTOR VEHICLES, 

11 	 Petitioners, 
12 	

VS. 

13 

16 

15 

STATE OF NEVADA, ex rel. ITS 
CARA O'KEEFE, an individual; and 

DEPARTMENT OF ADMINISTRATION, 
DIVISION OF HUMAN RESOURCE 
MANAGEMENT; and JILL GREINER, 
Hearing Officer. 

Respondents, 17 

18 

19 
ORDER GRANTING PETITION FOR JUDICIAL REVIEW AND SETTING 

20 	 ASIDE HEARING OFFICER'S DECISION 

21 
Petitioner, STATE OF NEVADA, ex rel., its DEPARTMENT OF MOTOR VEHICLES 

22 
(DMV), filed a petition for judicial review under NRS 284.390(8), The Court has 

23 	
reviewed and considered the parties' briefs. 

24 

25 
ISSUE AND CONCLUSION 

26 
Did the hearing officer's reversal of DMV's termination of Employee prejudice 

27 	
substantial rights of DMV because the decision was affected by error of law, clearly 

28 

1 

2 

3 

4 

5 
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erroneous in view of the reliable, probative and substantial evidence on the whole 

record; or arbitrary and capricious or characterized by an abuse of discretion? 

Because substantial rights of DMV were prejudiced by the hearing officer 

exceeding her authority, by error of law, and the hearing officer's decision was arbitrary 

and capricious, DMV's Petition for Judicial Review is granted. 

FACTS 

Cara O'Keefe ("Employee") worked as a revenue specialist for Petitioner, DMV, in 

DMV's Motor Carrier division. Employee promoted into a State of Nevada, Division of 

Insurance position and left DMV on December 5, 2012. The Division of Insurance 

rejected Employee from probation, reverting Employee back to DMV on September 16, 

2013, under NAC 284.462. 

During December 2012, shortly after Employee left D1VIV to work for the Division 

of Insurance, two DMV employees reported to their supervisor that while Employee was 

employed by DMV they heard Employee discussing another person's driver's license on 

the telephone with the Carson City Sheriff's Office. During the telephone calls with the 

Sheriffs Office, Employee identified herself as a DMV employee and stated that "a 

customer had returned." The coworkers questioned the transaction's legitimacy because 

there was no customer at Employee's desk and because Employee did not handle 

driver's license issues, as Employee represented to the Sheriff's Office. 

DMV did not investigate the reports until after learning Employee would be 

returning from the Division of Insurance to DMV's employ. The investigation revealed 

misconduct by Employee. Specifically, the investigation revealed Employee had accessed 

DMV's confidential database at least ten times to perform non-business transactions for 

her friend, Daniel, without authorization. Such conduct is a terminable offense under 

DMV policies and Nevada law. She used the information to conduct personal business 

for her friend, Daniel, involving Daniel's DUI. Employee also called the Sheriffs Office 

about Daniel's driver's license and DUI, twice, representing herself as a DMV employee 

2 
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7 

9 

• 
1 assisting a customer, when she was really calling for the personal and non-business 

2 reason of assisting her friend, Daniel. 

3 	Based upon the information from the investigation, DMV issued a Specificity of 

4 Charges (SOC) to Employee, recommending termination under NAC 284.646(2)03), 

5 which authorizes dismissal for unauthorized use of confidential information; and under 

6 DMV Prohibitions and Penalties (Gi), which makes the use of data or information 

outside the scope of one's job responsibilities, or for non-business or personal reasons a 

8 Class 5 offense. The minimum discipline for a Class 5 offense is termination. The SOC 

alleged other violations. 

DMV provided Employee a pre-disciplinary hearing and terminated her 

employment. Employee appealed the termination. The hearing officer found that 

"Employee accessed the DMV database to look up the driver's license records...," and 

that Employee should be disciplined for misuse of information technology under DMV 

Prohibitions and Penalties (th.). The hearing officer concluded that "Employee's conduct 

was not a 'serious violation of law or regulation' to merit termination prior to imposition 

of less severe disciplinary measures. 

STANDARD OF REVIEW 

The burden of proof is on the party attacking or resisting the challenged decision 

20 to show the final decision is invalid.' The court's review is limited to the record.' The 

21 court cannot substitute its judgment for that of an administrative agency as to the 

22 weight of evidence on a question of facts The court may set aside an administrative 

23 agency's decision if substantial rights of the petitioner have been prejudiced because the 

24 

25 

26 
	LNRS 233B.135(2). 

27 
	'NRS 233B.135(1)(b). 

28 
	

3NR8 2338.135(3). 

3 
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11 
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16 

17 
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decision was affected by error of law, clearly erroneous in view of the reliable, probative 

and substantial evidence on the whole record; or arbitrary and capricious or 

characterized by an abuse of discretion. 4  The central inquiry is whether substantial 

evidence supports the agency's decision.' Substantial evidence is that which a reasonable 

mind might accept as adequate to support a conclusion. 6  The court decides purely legal 

issues de novo.7  

7 

8 	 DISCUSSION 

9 The hearing officer found that DMV proved Employee violated terminable 

10 offenses, including a Class 5 offense. The minimum discipline for a Class 5 offense is 

11 termination. The hearing officer then concluded that the violations, including the Class 5 

12 offense, were not serious violations. 

13 	An appointing authority may dismiss an employee for any reason set forth in NAC 

14 284.650 if the agency "has adopted any rules or policies which authorize the dismissal of 

an employee for such a cause."' DMV has adopted policies which authorize the dismissal 

16 of an employee for use of data or information outside the scope of one's job 

17 responsibilities, or for nonbusiness or personal reasons. Specifically, DMV adopted its 

18 Prohibitions and Penalties (G1) which prohibits such conduct, and establishes the 

19 minimum penalty as termination. 

A dismissed employee may appeal to the administrative hearing officer, who can 

21 

22 

23 
	

4NRS 2338.135(3)(d), (e), and (f). 

24 
	

5  United Exposition Serv. Co. v. State Indus. Ins. Sys., 109 Nev. 421, 851, P.2d 423 
(1993). 

25 

26 

27 
	

7Garcia v. Scolari's Food 8r Drug, 125 Nev. A.O. 6, 200 P.3d 514 (2009). 

28 
	

8NAC 284.646(1)(a). 
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• 
set aside the dismissal if he determines the dismissal was without just cause.' A hearing 

officer does not have authority to second-guess the DMV's Prohibitions and Penalties 

offense classification. If DMV proves an offense for which the Prohibitions and Penalties 

provide a minimum discipline of termination, a hearing officer has no discretion 

regarding just cause or reasonableness of the termination to exercise. If DMV proves an 

offense for which the Prohibitions and Penalties provide a minimum discipline of 

termination, just cause for termination is established and the termination is reasonable 

as a matter of law. 

The hearing officer's finding that DMV proved the Prohibitions and Penalties 

(Gi) offense, followed by the conclusion that the offense was not a serious violation to 

merit termination exceeded the hearing officer's authority under NRS 284.390(1) and 

(6), was an error of law, and arbitrary and capricious. 

The hearing officer attempted to support her decision by referring to the 

following: 1) DMV's failure to immediately investigate the alleged violations; 2) DMV's 

failure to provide specific evidence of five other employees terminated for similar 

conduct; 3) inconsistency between the Prohibition and Penalty (Gi) and the Bruce 

Breslow memorandum as to whether termination is mandatory or discretionary; 4) the 

nature of the offense; and 5) Employee's seven-year state service without discipline. The 

hearing officer also referred to, but did not make conclusions of law regarding, due 

process concerns. Whether these matters are true or not, none of them, individually or 

collectively, create authority for the hearing officer to exercise discretion on DMV's 

classification of the offense in its Prohibition and Penalty (Gi). 

CONCLUSION 

Because substantial rights of DMV were prejudiced by the hearing officer 

exceeding her authority, by error of law, and the hearing officer's decision was arbitrary 

9NRS 284.390(1) and (6). 
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Susan Green 
Judicial Assi 

and capricious, DMV's Petition for Judicial Review is granted. 

ORDER 

IT IS HEREBY ORDERED, ADJUDGED, AND DECREED that DMV's Petition 

for Judicial Review of the Hearing Officer's Decision and Order is GRANTED. The 

hearing officer's decision is set aside in whole. 

June 15, 2015. 

/ ce-7-4:-..<!2  

LS E. WI SON,-JR: 
TRICT JUDGE 7

/ 
 / 

(.  

CERTIFICATE OF SERVICE 

Pursuant to NRCP 5(b), I certify that I am an employee of the First Judicial 

District Court, and I certify that on this 1L  day of June 2014 I deposited for mailing at 

Carson City, Nevada, or caused to be delivered by messenger service, a true and correct 

copy of the foregoing Order and addressed to the following: 

Jeffrey S. Blanck, Esq. 
485 West Fifth St. 
Reno, NV 89503 

Dominika J. Batten 
Deputy Attorney General 
5420 Kietzke Lane, #202 
Reno, NV 89511 

Jill Greiner, Hearing Officer 
4790 Caughlin Pkwy., #120 
Reno, NV 89519 
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IN THE SUPREME COURT OF THE STATE OF NEVADA 
OFFICE OF THE CLERK 

CARA O'KEEFE, AN INDIVIDUAL, 
Appellant, 
VS. 
THE STATE OF NEVADA DEPARTMENT OF 
MOTOR VEHICLES, 
Respondent. 

Supreme CoUtt No, 68400 
District Court Case No. 14000010315 

NOTICE OF TRANSFER TO COURT OF APPEALS 

TO: Hon. James E. Wilson, District Judge 
Cara O'Keefe 
Attorney General/Carson City 1 Adam Paul Laxalt, Attorney General 
Attorney General/Reno \ Dominika J. Batten 
Brandon R. Price 
Susan Merriwether, Carson City Clerk 

Pursuant to NRAP 17(b), the Supreme Court has decided to, transfer this matter to the 

Court of Appeals. Accordingly, any filings in this matter from this date forward shall be 

entitled "In the Court of Appeals of the State of Nevada," NRAP 17(e). 

DATE: September 21, 2015 

Tracie Lindeman, Clerk of Court 

By: Amanda Ingersoll 
Chief Deputy Clerk 

Notification List 
Electronic 
Attorney General/Carson City 1 Adam Paul Laxalt, Attorney General' • 
Attorney Genera VReno Dominika J. Batten 
Brandon R. Price 

Paper 
Hon. James E. Wilson, District Judge 
Cara O'Keefe 
Susan Merriwether, Carson City Clerk 
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