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EXHIBITS
ICASE: O'Keefe vs. DMV

2_ Z: March 25,2014 LOCATION: Nevada State Library and Archives, Boardroom, Carson City

CATASTROPHIC LEAVE HEARING ~____|EMC HEARING | HEARING BEFORE HEARING OFFICER.
TN ) ‘
EMPLOYEE, | (CIRGLE ONE) | EMPLOYER
EXHIBIT # LETTER DESCRIPTION OF EXHIBIT MARKED |ADMITTED| DENK
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Agency Use Only:

20 Fpo I P 2 ,
LEPARTMENT OF PERSONNEL K .
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT )

1. Employee Name; Last O'Keefe

First Cara ~ Initial L.
. Class Title: Revenue Officer Il ll Employos D& 25693

4. Dopt/DiviSection: DMV/Motor Carvier Division/Revenue Unit 5. Date Evaluation Due: 12/11/10

6. Agency #(3digts) 810 Home Org B dgmy: 4717 Position Contrel #: ceaon [7. Date Nowt Evalustion Dua: 12/11/11

F& rebetio (check one): . OR Permanant (check one):
6 month Probation/Triak: 2" month [~} 5* month ] Other
12 month Probation/Triak: 3" month 7* month [ 11 month 7] Other Anmual (] Other

(9. Work Performance Standarde:  [X) sre an accurate reflection of the position L] will be revised to reflect changes

10. Oversii Rating from Gage 2, NMumbar 14 (check one ).
Does Not Meet Standards ) Meess Standards B3 Exceeds Standards

!f a rating of “Does Not Meet Standards™ is given, another evalustion must be completed within 90 days. The rating may affect
adjustments in salary based on merit (NAC 284.(94) and fongevily pay INAC 284.270). }

o121t (mmddlyy)

1. Additional Supervicorny |

S

Ratar's Signature & Title: W Date:

(optional): [} Agree

D Disagree (Comment Required)

ignature and THie:

Dats: (m/ddyy) |

isupreemenn.) Agree [ Disagree [[] Request Review *

12. Employee Commonts: (VAC 284470 requires that you complete tiis section and slgn the repori on performance within 10
working days d‘mﬁvmmon with yaur supervisor. Ifyon disagree with the report and request @ review, yott must specify' the points of

Employes Signature: (m& m (4] Qu

13. Appointing Authority Review:

gree || Disaghee (Comment Required)

Date: \!3\“‘

J L 7
;:?k:nnf Authority Sig ;M Dete: /// 2 /J! fme/ddyy) |

form NIPD-15R to respond to employee's request for review as oullined ia NAC
Fo3 03 20M
: &
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Employee Evaluation & Development Report ~Page 2 —
[Employes Name: (Las | OReele ] Frely_ L Cas [ (inita) [L.

‘ Employee ID #: 25693

L
‘ B) ©
14. Job Elements (Transfer from Employee Work Performance Standards formi  (A) : Weighted
iand provide & numerical rating of | = DMS: 2 = MS: or 3 = ES for each job| Rating W‘a;as‘h“!:d Rating
lelement in column (A).

Job Element #1: Process Delinquent Acconnts 3.00 40% 120
Using the deseription below, Revenue Offivery are responsible for the proeessing of
iWelinquens Motor Carrler aceounts to determine the applicable fees, taxes, pena tles.
iinterest, and/or administrative Nnes dae by the Nevosee,

iDe: D o

Proeessing Delinquent Licensing Documents
Processing Delinquent Tox Returns

Preparing Notification Lettars

Complianee V'iolntions a0d Delinguent Account Lists
Referrals

Clearing Account Stops
Admiaistrative and Show Couse

]

{

R R N AR (]

:
|
‘Ddinqucm accounts are to be processed using the established guidelines and procedures. Sce
p&mﬂfwmmmmmm

|During the probationary pericd. sieady progression must be noted as follows,

By the end of the 3" month. the Revenue Officer must be able 10 post delinguent licensing 2

documents and tax retums, prepare 1° and 2™ instance letters, deposit funds, and clear sccoum
stops. with gencral assistance.

By the end of the 7" manth. the Revenue Officer must also be ehfe to prepare 3™ - 4™ instance
ictters. with general assistance.

By the end of the |1 month. the Revenue Offieer must be able o perform ali aspects of
deli rocessing with general assistance.

Flob Element #2; Collection/Referral- Delluquent Accounts 300 2% £0

Using the deseription betow, Reveaus Officers are responsible for the cofiection and
|referrat of dellaquen? Motor Carrier aceunts,

< lon god § Tl n
i. Stpulated Paymznt Agreements

2. Bad Debt Collections

3. Liens/Title StopwBond Clalms

4. Bankrepicy Proof of Claima

Relerrst to Collection Ageney {Athiaoce Ooe)

6. Llew Release

7 Administrative sntl Show Cavse Hearings

-

The eoliection and referral process for delinquent accounts art 1o be foliowed using the '
eswblished guideilnes and procedures. See Revenue Officer Desk Procedures for specific
detalls on each task.

During the probstionary period, steedy progression must be noled.

— By the end of the 3" month. the Revenve Officer should be abie to process & bad debt payment,
file 0 lien or title stop, and enter into a stipulated payment egreement, with general assistance

1By the end of the 7* month, the Revenue Officer mus ha able to file a pmofof claim, rofer an

vecount 1o the cullectin agency | Alliance Ones. and assist with Adminisirative and Show Causs
Jlarinus, with gencral assistance,

N

|
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Empioyee Evaluation & Development Report - Page 3

[
mployee Name: (Last

O'Kecie —__1(First) | Cana

T(initial) [ L.

Employee ID #: 25683

4. Job Elements (Transfer from Fmployee Work Porformance s}‘“d"ds form ‘
and provide n numerical rating of | = DMS; 2 ~ MS; or 3 = ES for cach jobs
ivment in column (A),

{A)
Rating

(8)
Value

)
Weighted
Rating

BY the end uf the 11" month. fhe Reveate Officer must be able to perform all sspeels
of collection and referral processing with general assistance.

Fur job elements #1 and #2:  Any uncorvected errors that earry over to the reports
used to prepare the munthly stats are deemed and error against the Revenue Officer
responsible for the transacilon,

ob Element #3:  Statistical Reports and Corresponding Logs .
Revenue Oicers are requlred to propare. review. verily, and evaluste sl statistical s
for y and complet

Anfarmaiwn is cuthered by oximesing dala from a varicty of sources, such as paradox databasce
il tetier and cheeh s, spreadsheets, system roparts. and othes similar documents

Hecwrds used b prepare statistical repurts must support the findings submitted  Supparting
licumients st be atched o report

¥ nless otherwise nonified, Revenue officers must reconcite their cheek tog cach week by 5:00
pm o W ednesday 10 aliuw the timely completion of the weekly stais. The final weekly

Ireconciltation (necdod to complete the monthly stats) miust he eompleted by noon, on the first
thusineys day nlthe month

{3y unwarrected errars that carry over % the reponts used ko prepare the monthly stats are
decined an eevor agaiust the Revenus Offver responsibie for the transaction.

V"nless oerwis: notified, weckly statistics are due by 10:00 em on Thursday. Manthly

statistics are due by nn nn the second business day afler dhe ciose of the month, unless
fotlierw ise Rdvised.

. 300

10%%

Je

Job Element #4: Training

As directed by the Revenue Supervisor. ensure bi-weckly gools established for training meet the|
requirements of the WPS

{B When applicable. ensure review perlods with the Revepue Supervisor are held on & bi-
‘weehly basis 1o determine e flectiveness of wraining. IE: If special training has been held or is
theing requesied during the perind,

E" Curiplete Dyvision Evatuation Form and discuss with aruiner and Revenue Supervisor If

nal § g IS .
!D. Provide teaining 10 the newer Revenue Officers as requesivd.

-V he Revenue Supervisor will meet with the trainer 21 Yeast once pet month, as applicable; to
discuss the training of an) new or probationary employees and ensure the Divisional goals are
hatny mei. The new omployee must ensure training coincides with WPS requirements when
pintelines for cumploting specific assignments are noted in the WPS. 'The new entployee should
{discuss any applicable training than s iacking or coneerns regarding training with their
{Supervisor, as soon as arlse.

5%

lo

f.lob Etement #3: Oibier Duties os Assigned

A Spucial projects es assigned by the Revenue Supervisor.

© B. Assisi other sections af the Motor Carrier Division as tequested. ‘
¢ Preporativa and submission of DARS. timesheets, phone Jogs. fener review?, and

) suher mutine Administcative tasks ossigned.

" F.trar are counied if fester wem vut with uncorrected errars and is not discuvered untf after
therap sent W the camrier.

300

A
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E— N

[Qnitial) {L.

provide & numerical rating of 1 = DMS; 2 = MS: or 3 = ES for each jo

F‘m Elements (Transfer from Employec Work Performance Standards f
and
lement in column {A).

- {A)
Rating

(&)
Weighted
value

(C)
Weighted
Rating

0b Eloment #8: Relatad Factors
Work Adinstment, Adaptebliity. snd Cooperation: Demanstrates sbiliny lﬂmtﬂw"_fk
Rssignments and adapt to change in foutine or other process. Demonstrates sbility to willingly
accept quihority, instruction and constructive criticism. Malnioln harmonious work relationship
and self-control and is nnt unduly influenced by co-workers opinions or attitudes.

L

[Denionsirates abliity to consider all fucts Iending to a logical conclusion. Does not make rash
decisions leading to negative consequences.

il ye:

Demonsirates willingness Io take on added responsibiiity and originates or develnps new and
[oetter ways of doing things.

QIEnNaanee:
Faith fulness in coming 1o work on-time and crnforming 1o established attendance guidelines.

hilil’l‘-im. must be made 10 8 Supervisor ul least 1 $ minutes prior 1o the stan of your scheduled
shify,

Hahitual use of sick ieave In conjunetion with scheduled days off and/or holidays, abuse of
reakvlunch priviteges, tardiness, and excessive distrastions such as pessunal telephone calls and

co?;c'r‘salom outside of break/lunch periods are not acceptable. See MCD 02.01 for attendance
[putdeiines.

3.00

0%

ob Elemem #7;  Work Place Safety
[Ensure adherence 1o cstablished Departmens safety guidelines.

N/A

N/A

Overall Rating (Scate: 1 (o 4.50 = DMS; 1,51 (o 2.50 = B4S; 2.51 to 3 = ES)
l;l ‘ovs nnt meet suundords” rating may offect adjusiments based on merii (NAC 284.194) and

ongevi) pav INAC 384 270). Another evaluation eust be completed within 90 days (NRS 284.340).

284

D e b e o VoW SO PR

295
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Employee Evaluation & Development Report — Page §
Emjg_tojxe_ngNa'm"—e: (Last) ,To""xc'——g‘erc ~ |(Firs) _[Cara [Qnitial) jL.

Employee ID#: 25603

—

B) iC)
14. Job Elements (Transfer from Employee Work Performance Standerds forn {A) { Weighled
}nnd provide a numericat rating of 1 = DMS: 2 = MS: or } = E5 for cach J Raling wszhut: ’ ':g‘"g
element in column (A).

15. Rater's COMMents: 14 ~docs nif meet standards” ratimg, fur gy ob element as) miclude a detauled explanation of the deficiencies )

ub Flement #3 - You earnod an “Exceeds Standards™ in Processing Dellaquent Avcounts.
Since your last appraisol review you comipleted 2 total of 1,463 letters fur an overalt averzge of ‘IZI.')J fetters per ,2:'3“23& 3‘ ll;zpmr;und
4% 0F the entire uni’s lettor production. During this appraisel period you processed the unit's deposits at jeast dministrative Fines
were the unit's assigned primary phone responder 28,3435 of the time. In the fast 12 manths you assessed 503 A Jected o
207,500 OF thos wssesd in te Jat 12 months you collcted 396 (79% unis)and $156.388 (76% amount). Hawever, you collected
total of 482 Administrative fines for $189.562.39 in the past 12 months, some of which were assessed in a prior period. Y‘:d ‘u"n"ms
follow policy and procedure and use all collection picthods avaijable tn you including filing liens, revoking registration s o
1opping tithes.

Uob Element 42 . You carned an *Exceeds Standards” in Collection/Referrat - Delinquent Accounts. .
During thix revicw period you've processed twenty one (21) NSF/Bad Debi coflection transactions, Yau prepared files for and subm@
vlervals an fiteen (15) Administrative Hearings. You've scheduled forty seven (47) Show Cause Hearings and filed fifty eight (58) Lien
fand placed numerous Titte Stops. You consistently (oliow on your accounis and once you have exhausted all eoliection efforts affo
fthe Departmunt then you nfer the accounts to the collection agency pursuan to our policy and procedwes. You are empathetic t
Lamer's experiencing financial difficulties yer are firm with collecting she State’s recelvables. Your Payment Plans are Structur
pursuant lo Division Policy and Procedure and you maimain consistent follow-up on your payment plans,  You proceed (o late sta
feollectinn efforts and tevocation of operating credentials when necessary and in aecordance to policy and provedure.

lob Element #3 - You eamed an “Eseceds Staodards™ in Statistical Reports end Corresponding Logs.
You pesformed the weekly reconcilimion of the team s individugl statistical lugs for mast of this review period and have fiow trained en

pdditional Revenue Officer to do this weekly task. This greatly reduces the tme the supervisar must spend on the month ead stathstical
repon

Joh Flement #4 . You camed s “Meets Standards” in Training.

You are willing to learn new tasks and attend training when offered. You affer o assist other Revenue Officers and Division staff whenJ
they need help leuming new assignments and tasks.

o Element #8 - You camed sn “Exteeds Standards” In Other Dutles as Assigned. . . i
You have prepared the Supervisors weeldy statistical repont on several occasions during this review period while she was on vacation,
You are aware of he Division's criticai dendlines such as IFTA Fue) Tax reporting deadlines and have posted 1ax retusns 10 help 0w the
Fuel User Team. You are self motivated in helping out cther teams and individuals within your own team. You assisied the Revenue
Unit's Administrative Assistant during this past review period in prepping hundreds of fiies for an imaging project. You did this project]
white keeping up on your own assigned accounts end whilk the Revenue Unit was short en employes for five of the twelve months durin
this review period  Thank vou for your willingness 10 assist others to work towards a common goal.

rfob Element #6 - You eamed an "Exceeds Standards™ in Related Factors: Work Adjusiment, Judgmend, initianive, and Attendonce.
Yow accept new chal lenges. new essignments and are eager t0 Iarn more about the other Teans in the Division. You are sble to focus on
vt work cven when our work environment has been changed a lot this past year as demonstrated by the high volume of work
consistently produce. You use good judgmem when working with the debiors and take time to review upcoming deadlines with
customers in an effort ta help them aveid additional fines, penaliles and interest. We appreciate the Ume you spend helping the custom
during a time when many of them ase experiencing financial difficulties. You try to work oul payment arrangements with the debtor th
will help them relire their debt and get their sceaunts back in an active status, Your anendance is compliant with Policies a1d Procedures.

Job Etement #7 - Work Place Safety: This job element is not mied. There are no compliance Issues.

AA000006




Employee Evaluation & Development Report ~ Page 6
Employee Name: (Last) | O'Keefe
Employee ID #: 25603

(First) | Cara [(initial) JL.

and provide & numerical rating of 1 = DMS:; 2 = MS: or 3 = ES for cach job{ Raling | Weighted
klement in column{A). Valve Rating

46, Development Plan & Suggeotions: (75 :up;rvm addretses how the emplayer can onhance performance and achieve vandards.
sedicutys nvvmmrndonan for further develaent and training  Thix seenan cheuld be discussed wuh the employee.) J

14, Job Elemonts (Transfer from Employec Work Performance Standards fowqi (A {8) w,{:,’,m

o your lost Employee Appralsnl we listed working on aged receivables including referring them to the collectlon agency if all bate stage|
collection efforts are exhausted as a gonl for the review period. During this past year you have assisted In the clean up of hundreds of ag
reccivables, mostly referred from the Audit Unit in the past vear, The accounts were ither coltected o referred o the collection agency
once sl late stage collection efforts were performed including filing lisns and title stops.

During this next review period | would encoursge you to job shadow with the Motor Carrier Audit Unit. Knowledge of the audit process|
may be heipful 1o you as vou plan your personai career goals.

E were the chairman of the Division's "McFish" committee duting this past review period. Thank you for volunteering for this and wi

ppreciate al your efforts to organizz ail the evenis that the commince did this past year. Your efforts as the commitiee chairman
finding ways to make working more fun and {nvolving the stafl in team spirit sctivities are appreciated

Distribution: Original to Nevada Department of Personuet; Cupy to Agencys Copy to Employee NPD-IS Rev, [3/09]

: .ua.—su-.‘.,r bl
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Bruan Nandevil
Governor

Jotf Mahdenbanp
Divector

I ev- Ann kasion
tdministrator

STATE OF NEVADA
DEPARTMENT O ADMINISTRATION
Division of Human Resanrce Management

Agency 1R Services
100 N, Stewart Sren Snite 230 | Catrson City. Nevata $9701
Phamne: (ﬂ‘)b’“-lllill’ PRI IR TR AW ' Jane (775108741801

MEMORANDUM N
Revised 08/19/13 .

DATI: August 12, 2013 -
T0: Alys Dobel, Personnel Officer 3

FROM: Chrissy Miller, Personnel Analysi S
Division af Human Resauree Management-1TR Services

SUBJECT:  Restoration of Carn O Kueefe

Cara O'Keele is being restored to her former position with the Department of Motor
Vehicles. This constitutes natice pursuant 10 NAC 284.462 subsection 3, requiring the
appointing authority which is effecting the restoration to give written notice to the ageney
from which the employee was promoted.

Cara O"Keete will remain with the B&Y Insucunce Division until 09/13/13. Cara O'Keele

will he instructed 1o repont 10 the Departient of Molor Vehicles an Manday, September
16, 2013,

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

Cer Agency HR Services Agency File
Division of Human Resources Ofticial Service Jucket
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18rism Sandovat

Cevevernne

Jetf Moblenbamp
Pirector

§ ce-Aun banton
tuministramne

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
Division of Human Resanrce Management

Agency 1R Services
00N Sewurt Street, Subte 230 | € arsaa City. Nevads RYTIN
Yhane: (175 684-01 50 I hitps dop,ns gan l Fans (T75) 0870150

Revised

August 19, 2013

Cara O'Keefe
B&l 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,

7 i4 e .
Y il . .
\ ‘\.\\r\-\\" ")\ ~Lo \l‘\‘ k’.\s. 4 \\ 4 e

Chrissy Miller, Personnel Analyst
Agency HR Services

cc:  Department of Business & Industries-insurance Division

156

AA000011




‘ . ,

C, State of Nevada Applicant Profile

Contact Information
Hamg: CARA L O'KEEFE

Addross: msog\;‘tgm N o701 ’0: ’é

s M
Home Phone; 7755832134 M

Othor Phone; 776-267-2008 7
wm:Ph:::.ms)emaoo < 3.40 "h‘? K

Emall: wobokeefe5@gmall.com ’l" i
Contact Method: Home Phone Py

Job Tittes REVENUE OFFICER 2
Dopartment: Motor Vehicles
Diviglon: Motor Camler

Othar information
Veteran or widow of veleran; No
Digabled veteran; No
Member of Sheriffs Search and Rescus or Rescua Unit of Civil Air Patrol: No
Convicted of a misdemeanor, gross misdemeanor or felony. No
Canvicted of a moving traffic violation within the last 5 years: No

Employment History

Dates: 12/2008 to Gurent
Employer: Department of Motor Vehiclss >
Job Title: Revenue Offcer I Location: Carson Gty b
Supervisor: Karen Stoil Supv Title: Supv Phone; 776-684-4617

Hrs par Wh: 40.0 Monthly Sal: 18.11
Reason for St there
Leaving:

Number and Titlos of People Suparvised: 1 Title
Major Dutles:|Description I

sais In develaping & updating policles, procedures & forms 20
biling and revenus collectio 20

nonpayment analysis Bﬂd olection and evaluation of potentiel impacts on revenue J—‘
woekly and monthi slauewal andlnfomaﬂonala ZSL_1
tesearch & prepare reports to recommend Bpprops mninrevenuebl ‘

Datag: 0872006 to 122006
Employer: Department of Administrallve Services
Job Title; Accounting Assiatant Location: Carsan City
Supervisor: Sandie Briggs Supv Title: Supv Phone: 778-684-0284
Hre por Wk: 40.0 flonthly Sal: 13.63
Reason for Took promotion af the DMV
Leaving:
B
§0
50
157
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Dates: 01/2008 to 08/2008

=~mployer: Department of Taxalion
Job Title: Accounting Assistant Il Location: Carson City
Supervisor: Chartene Pongas! Supv Title; Accouting Assistant IV
Hrs per Wi: 40.0 fonthly Sal: 13.63

Rom for Took a lateral because there were more opportunies for advancement
ng:

Supv Phone; 775-684-2087

£

Dates: 08/2005 to 01/2008

Employer: Kohn Colodny
Job Title: Administrative Agelstant Location: Carson City
Suparvisor; Brian Colodny Supy Title: CPA, ownet
Hre perWk: 40.0 Monthly Sal: 14.00

Reason for Accepied job with the State for better benefits
Leaving:
Number and Titles of People Superviaed: 1 tile
20|

Supv Phone: 776-885-9136

ﬂﬂi

Employer: We The People
Job Title: Adminlstrative Assistant Locatlon; Carson City
Suparvisor: Thomas Young Supv Title: Manager
Hrs per Wi 20.0 Monthly Sal; 6.060
Reason fior Needed a fui-time job
Leaving:

Number and Titles of People Suparvised: 1 tile
No oneto supsrvise

Supv Phone: 775-887-16800

Major Duties:[Descriptia %
25 |
2% |
ars 25
25 |
Dates: 10/1998 to 00/2004
Employer: Winans Fumiture
Job Titls: Operations Director Locaton; Carson City
Supervisor; Andrew Winans Supv Tile; Owner Supv Phone: N/A
Hra per Wi: 40,0 Monthly Sal: 18,00

Regm ':g: Company went out of business

Number and Titles of People Suporvised: %mns Director,
Front Office Managsr,

ervised approx 45 smploysas
omar Service Mas:peger. suparvised spprox § employess
fice Managar, supenised 4 employess

158

Ma)o; Duties:{Daacription A
ANSNG deps 134 ano 38 D4 lsb"‘ —L

Approve ine purchase orders 20

Complle monthly statistics & performance Indicators & create weekly, monthly & yearly 2

sports to the owners

ana 20 |

ars 20
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Dates: 06/1697 to 10/1988
Employer; Computer Corps
Job Title: Office Manager Location; Carson City
Supervisor: Judy Feaster Supv Title; Owner Supv Phone: 775-883-2323
Hre por Wik: 40.0 Monthly Sal: 10.00
Rsmm " l'!or Compary went from a for-profit to & non-profit business, needed a paylng job
ving:
Number and Titles of People Supervised: 1 TRle de 1
..Superviged up 0 1 paid emploves & 10 volunieers
Hajor Duties: %
bl enua coliectio 8 |
- |study, rese: analysis ment & admin| 25
" 9 d T 25
Wi with [T wrk flow 25 |
Dates: 05/1994 to 06/1967
Employer: Southwest Alr Conditioning
Job Title: Human Resources Director Location: Las Vegas
Supervisor: Andrea Trinidad Supv Titie: Office Manager Supv Phone: 702-876-5444
Hra par Wi 40.0 Monthly Sal: 10.00 .
"Reason for Moved to Carson City
Leaving:
Number and Titles of Peopie Supervised: 1 Thle
Major Buties:{Description %
panaged administrative areas such as budgeting & deparrrental operation 50
provided management with findings through trend analysis and problem solving solutions
P "- dlfw BESSIANCS ON ap ;(p projects and reports 25
Educstion

High School Diploma or Equivalent Completed: High School Dipioma
College, Univarsity, or Professional School;

Dates; 08/1090 to 08/1981
Institution: Oxnard College Location: Oxnard, Califomia
Degrea: Other Date lssuad:
WMajor: Law #inor:
iNotes: Did not complete coliage because | got marriod & moved out of fown.

Licenses
Currert Driver's License: Yes

AA000014
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Skills

Administrative Copy Machine
& Clerical Skills: CUmomerSeNlee

Dictaﬁon

Fa:” Pmemaﬁ ng {o Large Groy,
0 e

Mulﬁzl"ﬁe Tolephn P

Personal

Preparlng Legal Dowments

roofraa
Public con!aet and Assistance
Scanner
Ten Key by Touch
Typing at81 to 75 WPM
co“é%ul‘l: S‘A%-nmmmm f Nevada Financlal System
ilias of Nevada Financia
H ta Warchouse

Emvloya- Action and Timekeeping System (NEATS)
Quat!ro Pro

oks
Spmadsheet Software - Advancad

~ Advanced
Word :roeeu’ Software - |8ﬂetglnnor‘at
WordPerfect "

FlscaVFlnanclaV Accounts Payable

Accounting Accounts Recelvable
Skllb. Boddceepi

Federal Grant Reporti
Flnmdﬁl Analysis ne

Bra»“!’lI Management

Tax Accounting
Hn gy Englih

160
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Professional Faciities Management
. Skilis: Health Care

Avsllabliity

lmermn Resourcea/Personnel
nsura

interviowing/Eligibility
l{uwesligaﬂons

Meodlation & Conflict Resolution
Policles and Procadure Development
Praject Management
Pubmga:kafngll’m«ammmm

Sufely & Risk Menagement
smusﬁeal Analysls

Supervise erience
Worker's onE'!?Qnsmbn

Loeation: Carson, Minden, Gardnetville, Genoa
Lake Tihoa Zor

egas Boulder g?y'ﬁ'nﬁhn Springs Jean, Henderson
Reno

Silmivarn Spﬁngsé’uhonlan. Femlsy

Work Type: Permanent Fun-‘rhna
Travel %: Up to 25%

AAQ00016
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DEPARTMENT: ﬁo‘uf
DIVISION: @Qx@mc

SECTION:

AGENCY/HOME ORG: 7‘!5 / /A et

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 anly after working 40 hours in one week."

!
1, €6
(Print Name)
a variable workday schedule. I understand that by doing so, ] 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. .

, hereby choose and request approval for

fiaﬁxrther understand that this agreement may be rescinded by either party giving 30 working
ys notice,

Entered into this fﬂ day of &mér- in the year S/ 2

wlslie
Employee ID # Date
Approved by:
Supervisor's Signature Date
Approved by: uMMA_ A— Q,lu,h')___
Appolnting Awthority's Signature Date *

Note: A employee approved for & variable workday schedule mmst have the apptopiate varishie work ¢;
- yCle
code entered into the ADVANTAGE-HR IFS system, Complete the work cycle code on the ESMT-A
under agency specific data. Submit the ESMT-A along with the original signed copy of this document o

State Personnel Records,
Distribution:  Original, State Personnel Records
Employee
Department/Division
Agency Personnel} File
oty
TS78
o
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), Yogy #025093
ACKNOWLEDGMENT

' |
1 Cﬂ(a_ O k‘fe‘ﬁ’/ ____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.

Department Division

(o, Ohee s \\2-

Name (Pring Date

Lo B SO
TS D I s e e s e e s St €2y Bl S GO o Y et e o s ot S

Witness' Signature Required (Fempl. ‘

\ ! oyse refuses to sl Title of Witness
Acknowledging the employee received the al;;!::!l??ug-

froe warkplace policy and employee refuses to sign.

T8-58
98

N:\WPDOCS\FRM\mﬂ'ms\T‘S-S&Aloo-DmgSIdeoc
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OFFICE OF THE GOVERNOR
POLICY AGAINST SEXUAL HARASSMENT &
DISCRIMINATION

SEXUAL HARASSMENT AND DISCRIMINATION
POLICY ACKNOWLEDGEMENT

EMPLOYEE NAME: Cam. O(k'e ﬁ&,
EMPLOYEE ID#: 2569 %
DEPT/DIV/AGENCY/ORG#: _ﬁ}}; / TASUGA c7/ 7‘/1//1{4&1{

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

EMPLO YEE SIGNATURE &)&M

DATE \3\"5\_\9—

SUPERVISOR SIGNATURE
DATE /B/é: /2

-

NAWPDOCS\FRM\YSfrins\T5-253, doc
Revised: 6/15/07
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() f 0 IEYERYDNE'S RESPRNSTRILITY, W
o

bave check ne) Y e s docuent r _ viewedtho vilolops, i “Novoda Woklas Saey: You Rights nd Reporse”
and | undershond my rights ond responsibilities for sofety in the workploce.

Employee Name (please print) \vg anm@ﬁﬁ\ Dae __ 1S+ ﬁ.w\uf@\ Any employee who does nob

saﬁﬁ__ﬂ_&aaﬁg
) : contock his or et suparvisor,

5%?235%%»@5@ cre e
Place of Viewing Videotope_ N/A : &g mgamsasﬁa

] Business & tndustry,
loyer's Name (plegse prinf) State of Nevada, 200 B\ Musger St, #205, Carson City NV 83701 Los Veges: (702} 486-9140

: ﬂ y\&@a \L\ Reno: (775) 824-4630
Employer’s Signature (or reprasentotive) > W eeee—— Hlo: 775 T78.3312
‘ . haawisair maitsined i tha employee’s prsanas Rl Toll-Frea: {877) 4SAFENY

Rev: 11-2007
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ESMTA (5-00)
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; %s'hﬂyww@u—ma ‘of Transtes Date Time

RECEVED |

DEPARTMENT OF MOTOR VEHICLES
NOV 2 7 2012
NOTICE OF TRANSFER
PERSONNEL OFFICE
DMV CARSON OfTY
+ NAME: Cara O'Keefe EMPLOYEE ID#: 25630
" AGENCY: 810 womeore: 4717}
I _Cara O'Keefe will transfer from my positionas _Revenue Officer I
Print Name ] ’ Position Title/Division
To the position of Management Analyst Il on this date: _12/5/12
Now Position Title/Division Date
11221/12 —
Submiasion Date
The reason for this transfer is;
Promotion

Acknowledgement of Transfer:

A}

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

" document.)

CC: DMY Humen Resources
Employee Service Jacket ikt
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Department of Motor Vehicles

Request for Variable Workday Schedule \t’

370 S
1012 AUG | @epadprery DMV Agency: 8107 Home Org: s?’l 4 Ono r,"ll :} )
. J s .. '
Division: Baléct One // Tty LRYDA .- Section: Salebt One

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

5N ™y .
Loy (Y v"rQ . hereby choose and request approval for a variable workday
schédule. | understand that by doing so, | may with supervisory approval, adjust my work schedule in a
week 50 | work more than 8 hours a day. | understand that | 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 f‘) day of PL‘C}}&"' inthe year N9~
x_P" | W ( . s‘;L." AeA 3 6 |
R Employbe's Signé'ture{; Internal iD Dal
Approved by: L) - \,/,/ q 5 i)
Supervisor's Signature Date

- faren bl

Print Supervisor's Name

[ g !/
Approved by: /\/ D e o R4 41_2 ,-/- m L.
7 Appointing Authotily's Signature Date
¢ . , !
\/‘(;\J RIS D —
)! }Pnnt Appointing Authority's Name Qg,
~? ’ e o Gy - \
Work Cycle Code  Selet.One / IREY Overtime Proflle 8giget OM‘” P~ 3’,.’

Standard Shift Hours 30y WAO, Wuryly, 130 - | Reguiar Days off: _Eéy, Sk, S
(Ex: 8 00-12:00, Lunch, 100500 ' &

Note: .

An employee approved for a variable workday schedule must heve the appropriate variable work cycle code entered
into the ADVANTAGE-HR ITS system. Complete the work cycle code on the ESMT-A under agency specific data
Submit the ESMT-A along with the orginial signed copy of this document to Stats Personnel Records,

Disribution
Origingl. Staje Personnel Records
Employee
Oeptitisers\COkecte\AppDatalLocalWiicrosoWindows\Tempurary internet Files\Content Outiook\PHYOGSTF\Copy of Varisble workdgy
HR Services Files schedule - master Rev, 8/1310
169
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A BAD
.‘%\@\ AN 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 Name; ‘ A 3
(Prin Name) (oea Oeere SRR - RECORDE
Employes NBATSIDE: __ JFAD

Dept/Div/Agency/Orgh: SN - VGO Q}gﬂr

[B 1 have read and understand the Governor's Policy Aguainst Sexual Harassment
and Discrimination Dated Augyst 19, 2011.

Employee Signature m @yQ

Date a9

s A38770) c%kg)
Supervisor Signature @777 (5/5%’

Date  Bliul1 2
/ 1/1

DSV e & Pomd : " e - N
PA-57 Seed PERD 4L M St v 14,3001 Segeatone Psser pasdon

AA000026
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Agency Use Orly _
’ JAN 2 4 2012
) DEPT. OF ADMB
W23 P gy e DHRM - RECORDS
DEPARTMENT OF PERSONNEL
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT
1. Employoe Name: Last O'Keefe Firet Cara initial L.
2. Class Title: Revenue Officer I . Employee ID8: 25693
DoptDiviSection: DMV/Motor Carvler Division/Revenue Unit . Dete Evalustion Due: 12/{1/11
|6 Agency 83 dgis): 810 Home Org B4 digiey; 4717 _Position Control #: coéoss [7. Date Next Evaluation Due; 12/11/12
P ril Parig (chock owey: Permanent (ieck omey:
6 month Probation/Triat: [ ] 2* month [ ] 5* month [] Other - 0
12 month Probation/Trial: [} 3 month [ 7% month [} 11* month [ Oteer B Awnul  [] Ofher

F. Work Performance Standards: are an accurate reflection of the position D will be revised to reflect changes

10. Qverali Rating from Page 2, Number 14 (check onc):
[ Does Not Mest Standards ] Meets Standards X Excoeds Standards

If a rating of “Does Not Meet Standards” is given, another evaluation must be completed within 90 days. The rating may affect
adjustments in salary based on merit (NAC 284.194) and longevity pay (NAC 284.270).

Ratar’s Signature & Tite: Karen Stoll, Revenue Officer 7 ;W) %Dm: 12/21/11 (mm/ddyy)
11. Additlonal Supervicory Review (optional): | | Agree.” L] Disagree (Comment Required)

orking days after discussion withyour supervisor, Ifyou disagres with the report and request a you must specif.ihe poinis of

nature and Tite: Date: (i
§2. Employee Comments: (NAC 284.470 requires that you complets this section and sign the mmmfmm« within 10
disagresment) YY) Agree []Disagree [ ] Request Review ° /

[Empioyse Signature: { g A A \“
13. Appointing Authority Review: Agree | | Disagree (Comnent Required) ’

as opilined fn NA
JA% 2 5 0
173
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' Employee Evaluation & Deve nt Report - Page 2
' Eﬁ’i@ Name: (Last) | O'Keefe [(First) | Cara
Emplo

Tinitial) [L.

‘Mmployee ID #: 25693

14. Job Elements (Transfer from Employec Work Performance Standards fo
and provide a sumerical rating of 1 = DMS; 2 = MS; or 3 = ES for cach
element in column (A).

(A
Rating

(8
Woeighted
Valus

©
Weighted
Reating

Job Element #4: Process Delinguent Accounts

sing the deseription below, Revenue Officers are responsible for the processing of
delinquent Motor Carrier secounts to determine the applicable fees, tnxes, pensities,
nterest, and/or sdmintsteative flnes due by the licenses,

ARENLOCCORRAL L rnrersing

| Delinquent Lirensing Docaments

2, Processhng Delinqoent Tax Retarus

3. Preparing Nofification Letters

4. Compliance Violations end Delinquent Aceount Lists
5. Refervals

6.

1

e

Clearing Acconnt Stops
Administrative and Show Cause

1. Process Motor Carrler registrntions for both Internations! Reglstration Plans
and fhose reglstered for 100% activity In Nevada,

2. 2 Process including reviewing, aaalyziug, posting and accepiing paymeats for
tox returps.

: . Officer must be able to post delinquent Ncensiag
Cocuments and tax retums, propare 1 and 2™ instance letters, deposit funds, and clear acoount

yﬂ»eendofmer*mmm,MMmuemmwmuwlemms“—4“m
letters, with general assistance,

300

120

n below, Revente Offfcers ape responsible for the coliection sod
referval of delinquent Motor Carpler BCCounts,

1. A A ’,:‘.i! 1t VBRI
2. Bad Debt Collections

3. Lims/Tile Stops/Bord Clalms

;: Bankruptey Proof of Claims
Referral to Collestion Agency (Allinmce One)
gv Lden Refease '

Administrative snd Show Couse Heavingy

'The collection und referral process for delinquent accounts are 1o be followed us
!labﬁlhed mlideﬂnei ﬂdpmeed\lm. 2¢¢ Revenye Officer D " B k.!

L205K Froced [QF $peCiNG

3.00

20%

AA000029
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Employee Evaluation & Development Report ~ Page 3
[ Emﬁ% Neme: (Last) | o"'xc‘Eeefe [(Firsty [ Cara

[(initial) L.

Smployee 10 #; 25893

[ —

14. Job Elemeonts (Transfer from Employec Work Performance Standards form|
provide'a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each joH
lement in column (A).

) () (©)
hted | Weighted
Rating w\el‘glue Rating

By the end of the 3% month, the Revenue Officer should be able 10 process a bad debt payment,
file 3 Yien or thie sop, and enter into a stipulated Ppayment agreement, with general assistance.

earings, with genecal assistance,
Y the end of the 11 month, the Revenue Officer mast be sble to pesform all aspects
of coflection and refereal processing with general assistance,

or Job cloments #1 and #2:  Any uncorrected errors that carry over to the reports

nsed t0 prepare the monthly stats are deemed and error agalnst the Revenue Offieor
respoasible for the transaetion.

Elamont #3: Stotistical Reports and Corresponding

Logs
wOfﬁmmnqukedtoMmﬂew.wﬂ&,mdwdnmdhuﬁmddommm
for acouracy and completeness.

fmbnbmdbymmﬁuxdmﬁmaw&yofm.wdmmxm
fes, letier and cheek m,»mummmmmmmmmmn

mwwmmmmmmzswmmmymm Supporting
{ocuments must be attazhed to seport,

uncotrected emors that carry over to the reports used to prepare the monthly stats are
cemed R error against the Revenue Officer responsible forglmtmnuaion.

200 10% 20

requirements of the Wps,

. Wlwnnppﬁuble.mureuviewpeﬁodswith!henwm Supervisor are heid on a bi-
el:klyhskwdemmoﬂewmofmm IB: if apecial training has been held or is
g vequssted duri .

Revenue Supervisor will meet with theuainuutimoncepwmonm.asappﬁﬂbh io
!smssﬂlehﬁnhgofmymwmprwaﬁmmyempbymmdmmmmmoml goals are
Ing met, Thenewemplommwmmmnm”omcldswm WPS requirements when
melnes for completing specific assignments are noted Inthe WPS, The new employee should
Jscuss any applicable trafning that is lacking or concemns regarding training with thelr
U] arise.

2.00 5% 10

175
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' I ves Evaluation & Deve nt Report ~ Page 4
]%%ee:NaméI—T: Lasl) | O'Keefe [ (First) | Cara

| {initial) l) L.

<mployee ID # 25893

|

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

»
Rating

(B)
Value

©)
Rating

ob Eloment #8:  Other Dutles as Assigned

A. Special projects as assigned by the Revenue Supervisor.

B.  Assist other sections of the Motor Carrier Division as requested.

C. Preparation and submission of DARS, timesheets, phone logs, letter reviews, and
othser routine Administretjve tasks assigned.

PRrrors ere counted if letter went out with uncorected errors and Is not dlscovered until after
being sent to the carrier,

300

3%

NE)

ob Eloment 85: Rolated
prlt paEsment. AGAPIEH
jassignments and adapt to change in

Factors

RS AN ANON mm“‘wwmwm
routing or other process. Demonstrates ability to willingly
acoept autharity, instruction and constructive critioism, Maintain harmonious work rolationship
and self-control end is not unduly influenced by co-workers opinians or aititudes,

LRemsent

Demonsirates sbility to consides ailfacts leadiag 1 a logical conclusion. Does not mako rash
decisions leading to negative consequences.

wl.lllnymstomkeonadded nzibility and originates or develops new and
better ways of doiag things, respoualbilty

Attendance;
althfulness in coming to wark on-time and conforming to established sttendance guidelines,

‘klmnwbamwaSupewbofuzm 15 minutes prior to the start of your scheduled

abltual use of sick leave in conjunction with scheduled days off and/or holidays, abuse of
privileges, tardiness, and excessive distractioas such as personal telephong calls and
mm outside ofpmkllm periods are not eoceptable. Ses MCD 02.01 for attendance

3.00

20%

b Element #7: Work Place Safety
edherence to established Department safety guidelines,

No Bxceptions

Overall Rating (Scale: 1 to 1.60 = DNS; 1.51 (o 2,30 = Wi5; 2.51 fo3mES)
"does not meet standards™ rating may affect adjusments based on merit (NAC 284.194) and
evity pay (NAC 284.270), Another evaluation rmust be completed within 90 days (NRS 284.340).

267

235
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Emplojge Evaluation & Development Report - Page § , L.
Employee Name: (Lasf) | O'Keefe Er (First) | Cara [ (inttial) |
Employee 1D #; 25693

(B) (©)
14, Job Elements (Transfer from Employee Work Performance Standards fo A nied
provide a numorical rating of 1 = DMS; 2 = MS; or 3 = ES for each Rating Wslg:t:d W:gng
lement in column (A).

15, Rater's Commente: (4 “does not meet siandards” rating for any Job element st include a detailed explanation of the deflciencies.)

ob Element #1 - You eamed mn “Estceeds Standards” in Processing Dellnquent Accounts.
Since your last appraisal review you completed s total of 1,534 fetters for an overall averags of 127.83 lettors P:;;z“;;‘% Z?zewﬁme"u "
81% of the entire unit's letter production. During this appraisa! period you processed the unit’s depwt; ;2 itrive Fioes
ro the unit's nssigned primary phone rosponder 25% of the time. In the Iast 12 months you assessed Mmil oeves
212,817.00. OF those assessed in the last 12 months you collected 558 (83.58% units) and $170,554.30 (80.14% Wh hor pariod. ¥,
{locted o total of 657 Administrative fines for $224,519.41 in the past 12 months, some of which were assessed in a prior

tinue to follow policy and procedure and use all collection methods available to you inchuding filing liens, vevoking ve,
tlals and stopping titles,

ob Element #2 - You earned an “Exceeds Standards” in Collectlon/Referral — Delinquent Accounts,

g this review period you've processed nine (9) NSF/Bed Debt collection transactions, You prepared files for and submitiod Foforral
ning (9) Adminisirative Hearings. You've scheduled one hundred eighseen (118) Show Causo Hearings and filed sixty (60)
Iaced nurnerous Title Stops, You are organized and systematlcally follow on your eccounts following the Divlsnonp?ncy.md
You uss all (ools available 10 you to coliect and secure the State's receivables and once determined the receivable is uncollectsbie yo

In referring the accounts to the collection agency pursuant o policy. You are firm with your collection style but are receptive

Iping the dobtor arrange payments and balance empathy with the need to collect the State’s vecvivables. Your Payment Plans
tructured pursuant to Division Policy and Procedure and you maintain consistent follow-up on your payment plans.

Job Element #3 - You cumed a “Mests Standards® in Statistical Reports snd Corresponding Logs,

Em:‘hm to maintain your DARS for the daily activity and assure they balance to the receivable softwase, Paradox, for weekly balancing
y the team, v

fob Element 44 - You camed a “Meets Standards” in Tralsing.

Y ou are willing to feamn new tasks and attend training when offered. You offer to assist other Revenue Officers and Division staff when|
fthey need help learning new assignments and tasks, ’

Sob Eiemens #5 - You earned an “Exceeds Standards” in Other Dutles as Assigned,

[You have prepared the Supervisors weokly statistical report on several occasions during this review period while she was op vecation.
Yaucominuetobeselfmoﬂvatedmdhelpomersonyonrwamsuchaswhenyouhdpmmhlmaﬂstlmtpmpﬁ!esformnﬁx
into the Divisions imaging software.  You offer assistance to the other Revenue Officers as you did when you volunteered to

violation letters for other team mambers after you had already completed yours and they were still working on their jists of accounts
Thank you for helping the other team members as we wock towards our common goals for the Division,

b Element #6 - You earned an “Exceeds Standards” in Related Vactors: Work Adjusment, Judgment, hnitiative, and Atiendance.
[You are receptive to change and will reprioritize work assignments based on the goals/priorities of the Division.  You offer suggestions
10 your team and your supervisor when you think of procodures that might be streamiined, enhanced or changed to help staff or
customer. You are consistent In working with debtors making sure to not create any unfair business advantages and being sensitive
State laws, deadlines and procedures. You are careful 10 not offer 8 possible solution to a customer without obtaining approval from

pour supcrvisor. You are receptive 1o suggestions from others on your teams when discussing possible changes to procedwres
you. Yourattendancs is compliant with Policies and Procedures,

Job Element #7 - Work Plaee Safety: There are no exceptions.
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g oyes Evaluation & Development Report ~ Page 8 -
]I Em%loze_e_ Name: (Last) | O'Keefe [(First)_| Cera [ (initial) | L.
Smplovee ID #: 25693

L

C)
4. Job Elements (Transfer from Employee Work Performance Standards ) (8) (

d provide a numerical vating of 1 = DMS; 2 = MS; or 3 = ES for each joiy Ratng | Welghiad W:;%*‘n?
lement in column (A). '

16, Dovelopment Plan & Suggestions: (The supervisor addresses how the emplayee can enhanos performance and achieve stondards,
indicates recommendation for further development and training, This section should be discussed with the employee,)

ing the tast review period we wanted you to have the opportunity to job shadow with the Motor Carrier Audit Unit. - We were not ab
schedule this for you because of the Audit Team baving schedule conflicts as they worked toward meeting mandatory audit goals.

t would be amﬁﬂemﬁcneefwyouwjobalndowwim}nAuditfmmmdwouldhelpinyourmtmlqm““"”"‘P“s‘y"
0 8 job thet might be of interest In  future job career with the State. We will attempt £ provide the opportunity for you o job shado
with the Audit Team during this next review period. ‘

You coatinue to be the chairman of the Division's “McFish” commitice, We appreciate your efforts on this volunteer commitice agai

% year. We realize you invest a lot of your own porsonal time organizing activities for the Division. The commities members rely on

ur leadership skills and for ideas o keep staff involved. It's not easy to provide ideas that are fim for ali staff and we applaud th
ittee, thru your leadership, in your efforts to keep this program alive. i

Bistributiont Original to Nevada Department of Personnei; Copy o Agency; Copy to Employee NPD-15 Rev. [3/09)
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Complols that apply, Howevar, rumwes.wmmmm
mmmmuum m’ﬂwhw%w!mmtbum moul' lwmmuwwmﬁn
Wmmmm or wegoes.
noome tax , Coreldar compilating 8 m‘nuuum
MMW4ﬂyg!'vwwMW wgmmmm%m working ummwﬂ-

aituation changus. en and pay mor than totad of allowances You
a&mdhm ahomo for Mnmnpbamwm wuw
qumuwr e w Form W-4. mmwu::w onma
FﬁnﬂwMRGoomsns.m o k| g Ring information, tor Form W-4 for e igheal oz
019 for datals,
Nada. if enother pargon can glsim Tax crodits. You can take tax oredits
Walmawuxmm.::au into svcount in figwing of mnwmamwm
claim exsivption from YOur Incoms . Credits for child o 90 Notioo 1392, Supplomontal Form
oxtsods $850 and Intludes than 3300 of @xpanses and the child tax Inatractions for Nonvesident Agana, bafere
unpamad for L and crodit may be daimad tho Percorud compiating this form,
dividends}. Alovonoss seemm. Chasht your withhalding, After your Fom W-4
Basto instructions. i you are not exempt, How Do | Adust My Teu Wittholcing, for o tekes ofteot, Use Pub, 810 i seo how the
SRS NI TS Vo, e o L S e
3 an pago , 5
baoed on Hemized Nomvegs Meomo. targo amount of f your eamingo axoged §130.000
oty T t e e e sviuncs, (gl o 6160,000 (awniech
ncome, er

mmmmwm

&h'!'hrywmﬂhmmwomm”uuew AR

A R e e
© You are singlo and have only one job; of
B Ener“1®i | o Youere married, have only one job, and your spouse does not wortk; of e
o Your wegas from a sacond job or your epouse's wages (or the fotel of both) ere $1.600 or less.
C  Entes *1* for your epousa, Bm,youmymmmu"-o-'ummmwMmeﬂmawmﬁngmorm
Omommt&m\s‘-o-'mwamummmmm A .
D Enferpumber of depandantn {other than your epoias or iR
£ Enter*1 if youwid Rle as head of househald on your tax feh ponditigne
F  Entor °1° I youhave ol least $1,800 of child or dopondont somnd end
(Mota: Do mot Inchudo shild support paymonts, See Pub, 503, wwmwmww
€ Child Vex Credit including additional chiid tax credit). Sea Pub, §72; Child Tax Credit, for mose briormation.
© Hyearr total income wil be less then $81,600 ($90,000 # manisg mohalisinta chiid; then J0us *1° i you have thres or more efigible children.
o If your tote! income wil be batwaen $81,000 and $84,008 B0 1 mﬂo,omummmrﬂ'!ovendim
chiid plus "1" edditional f you havo s ormoroeigbiachidEn . . . . « « « s . . 0 44 . a e s s u

o mm“Amommwmmmmmmmmumd
. edjustments

Fwawumcy { 'Nyww:omwm

youeh!mmyurtumwu)

exemptions
o inconse and want to recuce your withhold! ng.aasmmm"

o o O o 7o id dyou o st otk s U comblned sarings fom e jba axcecd
‘Fmt‘“’muMm mﬁu T B o v o s o wac

sttuations epplias, otop hera wmuuummmumumwm»uww

Cut havo and give Fonm W4 to your employer, Hoop tho top post for YOur records,

Empioyes’s Withhoilding Aliowance Certificate OMBNa. 16452180

Copertmend of 8n Yraxtury b Witsther you éro ontitied €0 cleln 8 pertain from eithiniding bs
m»mwmmmnwuwumum-mummumm 2©1 ﬂ

Single B Memed ] Matsd, but whithold ot higher Siagle rate,
Hoto, cmuww«wbamtmmnwm
4 Myour Estnsme diiers om IS ChCIM BN Jour DOUka) Sellatty oard,

’ ehaok hera, You muet 6af) 1.890-772-1248 for 8 eptsconwntcard, b [
dwar ywmdwm(mnmuabwewﬁomwwmmma E- :

6 wmmnw.mmmmmmw e e .
7  lolaimexemption from withholding for 2011, WIM&MIMWO’MMWMMIMYWWM 3
“MMIW:MD&MO’&!WMWWM'MMWWM

T
S 8
_F‘pi
I8
Eﬁ

A (§
For Privaoy Act end Pepererit Reduction Act Motics, omo page, Cot.No, 102200 Form i N\

7 201041103
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€
. oeparrvent_ N/ _AGENCY/HOME ordl 1/

{
DIVISION: oo Y)
secTion:_§C€L ¢ e _—
REQUEST FOR VARIABLE WORKDAY SCHEDULE

NRS 284,180, subsection 6, siates: "For employees who choose and are approved for a variable
warkduy, overtime will be considered only after working 40 hours in onc week.

8 ‘{ wive Cltee (c . hereby choose and request upproval for
(Print Name]

o varisble workday schedule. I understand that by doing so, | may with supervisory approval,
udjust my work schedule in a week so I work more than B hours a day. provided | do noi exceed
4 hours in a workweek without supervisory epproval,

| further understand that this agreement may be rescinded by either purty giving 30 warking days
nolice,

Entered into this 2 % day of New whxy” inthe year LX) ol
. . o355
L \ OL-&L. W X &g&\\c
le

Emmployees’s Signature Employee ID #

Approved by:___ 707 < jéﬂ( // ‘5’57’67

upervisor's Signature Dale

Approved by: ' 24
Appointing Authority's Signature - Dute

Nt An employee approved for 2 varishle workday schedule musi have the appropriate varishle work cycle
cude entered intn the ADVANTAGE-HR IFS system, Compiete the work eycle code on the ESMT-A

under agency speeific data. Submbt the ESMT-A along with the original signed eopy of this document to
Stale Pursnnel Records,

Distribuiion:  Original, State Personnd Resords
Fmployee
Department/Division
Agency Personnc) Flie

Ny

W

.
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I oﬂ Complats el workaticots that apply. Hovwaver, Eu WWM1WE& Estimated Tax
Puspose. omplste Form W~6 50 thl your you claimad end ey otbea fal smouni o inooms, ses Pub. €19 1o ind out f you U]
smployw mmwvmﬁm peroentage of wapss. :?'W" o youhave s
MW%“MWMN mgm#dwuig:‘m'mur mmo:’mmh:,e

retum only are unmenisd more Tumber
Exomption from mw%dm‘emu Pﬂ\nme o claim en il johs from only
only tings .’Lv:,uq;':wr for and dmugrm mmmvmmw

e i i e ey iR A

Withholding and Estimated Tax,  Information, tor mgﬂmmlle
Hoto, Yoy cannot claim exgmption from Tt credits, You oen take projected tax

1f (a) your income excesds $850 mmmmmm Nonrosldent etian, (f You 610 @ nonrestdent
end includss move than $360 of uneamad numbar of withhoiding Cradita for %Mbﬂm Form
incoms (or axample, interest anddividends)  child or dapendant care expentses and the w-4 for Allens, bolore
Wtb)mhgummdabnwuua child tax credit imay be atelmed using the complating this form,
Gependant on s or her tax retum. mmm.muww me.sw Chock Aher your Form W-4
Soalo natruotens. ' you are not exemen, st My o faines offoct, uae Pub, BT 1o Goa how tha

ABovsanses
betow, The workehoets 2 further your other.credits tndo withnolding
on page alfunt

amount having withhaid compares to
w%”wﬂmmmmm. :

your oplemized  Momiyags incoms, ¥ you have 8 ameunt oio.axddyl!mzm
Osguctions, certain credits, to ofnonwags incomas, sush (Gngie) Partod).
MM% m&wmﬁm 91,30. ot

tax

A

® "mmg O

Personal Allowances Workaheot for your records,) N
Entar *1° for yoursolf # no one else can claim you asadependen, , . . ¢ .« .+« o s . o o - Y Y
© You are angle and have only one job; or
Emer-il-i,;{ © You are manied, have only ane job, and your spouse does not work; or }
© Your wages from a sacond job or your spouss'’s wages (or the totat of both) ara 81,800 o tesa,
Entar *1* for your apouee, But, you may chooss to enter °-0-°  you are maried end have either @ working 6p0
mare than one job, (Entaring “0-* may help you evoid having 100 fttie tax withheld) . . . . . . . . .©

meﬁdmwmmmwmmmmwwmmmm A L, Jr—
Enter ™1* if you will fils s head of housshold on your tax retum (see conditions under Head of housshold € ___
Entor *1° i you have ol least $1,800 of child or dependent nare axpenses for which you plan lo dam acredt ¢ F

{Note. Do not inciude child suppart payments. Sue Pubr, 503, Ciild and Dependent Care Exponses, for dotelln) ¢
m;mmmmhmzmmgmmammm.mmwn.mmmm- g

1 000 £ maiac), anter °2° for sach atipib® ciick then laso °1° B you have Yues ormum chidren.
o f your total incoime will be betwean $61,000 and $84,000 (380,000 end $119,000 i manded), enter °1* for each

mmm't-wmnmnmauummm * 2, 0 e
gmnhuﬂ%u&m?mmmmmmmuwammmddmmmwmaﬁ H e
g temizg or clstm adjustments to Income and want to reduce withholding, 889 the Deduotions
complets and Adjustmants onpage 2. o v

workisheets © lyouhave more then ens fob orare mamied snd you und $poUsg bothwerk and the combined eamings from afl jobs excead
that eppiy, smmsumummmmmmnnzmﬁummmmmmwmumﬁ

e,

onmdmmmm&ml»umdamrmmmmnmmawrommm.

..................... “ wa.hbmmhmw.m“mm”wm evisarrsitamnnaes serntaye

o VI~ Employss’s Withholding Allowance Certificate | ssan

Dapartrient of Mo Troeousy b Whottior you aiventidod 8 claim 8 oortain number of aliswances of cxamption from wiidoking b )
Yniomed Rovirue Sendes wumwummmmuﬁa«»w&mummuwm' 2@10

Phedha il e idinind

1

of print your first Rame and middie initiol, M) 2 . Vouw soninl soeuriv sumbey
‘!Tm& I - |

\\"‘me 3 [ singi JK) Mariedt {1 Martadt, but withoid ut highar Singie rate,
Nt et oy e s o e ok S .

8
8
7

X you mest both conditions. write beo, . .., ... ., 7

Under penaites of perjuty, | Gectera that | have axamined B3 ooried
Emptoyas's
(anlawlvmmhu you sign it b

City o tom, Shata, oo 255 code 7y oy
" your taet nams difiers from thad shoem on your 800izl eonelty cand,
' Y mO\ check horo, You must ead 1-800-FTR4215 7 ¢ yopiasemant sagd. > [

Tudnmwolammmammmmnhbmwmmewmmw

page 2
wﬂmmﬂw.mwmwmmmw Ve e e e e ey e e s
lewmmpummmwwmbrzmo.wlouuvymnmmumtomm tions for exemption

© Last year | had a right to @ refund of ol federal income tax withhekl bsoauss 1 had no tax fiabikty snd
wThbywlowuamndolnu'edmlmmwma&’mlmwhwommﬂa

I 10 the hest &f my knowlsdge and beiiad, & ia trus, comect, and complelo,

. 61 'L"“ _’ s 0
W 1T e
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Agency Use Only ECEW& Use Only
DEC 16 2909
¥ MV DEPY O
oy ciu P >28 # PERSOMNNE,
S PERSONNEL HecoRDs
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT
1. Employee Name: Last O’Keefe Firat Cara initial L.
2. Class Title: Revenue Officer II .Employes ID#: 25693

4. Dept/DiviSection: DMV/Motor Carrier Division/Revenue Unit . Date Evaluation Due: 12/11/09

- Agoncy # (3 digits): 810 Home Org # (4digin): 4717 Position Control #: ccwss [T, Date Next Evaluation Due: 12/11/10

B- -mmmm_mga”* TPorieg (check e OR  Pexmanent (check oney:
6 month Probation/Trial: 2*month {_J 5% month [_] Other
12 month Probation/Triak [} 3" month 7] 7 month | | 11° month [T] Other B Anoval ] Other

8. Work Performance Standards: [X] are an accurate reflection of the position |._] will be revised to reflect changes

10. Overall Rating from Page 2, Number 14 (check onc): _
Docs Not Meet Standards [ Meets Standards Exceeds Standards

If& rating of “Does Not Meet Standards” is given, another evaluation must be completed within 90 days, The rating may affect

adjustments In salary based on merit (NAC 284.194) and tongevity pay (NAC 284.270),
IRater's Signature & Title: W Date: _ 12/11/09 (nm/ddlyy)

11. Additional Suparvisory Rovidw (optional]:  {_] Agree ] Disagree (Comment Requlred)
-

Signature and Title: Date: (mm/ddfyy)

12, Employoe Comments: (NAC 784.470 requires that you complete this section and sign the report on performance within 10
working days afier discussion with your supervisor, U you disagree with the report and request a review, you must specify the points of
disagreement) [ ] Agree [} Disagree [} Request Review *

[Employee Signature: ‘ﬂ (W .4,( A Date: ‘Qlilloq

13, Appointing Authonty Review: \J| ] “ [Y Ditagroe commen: Reguired) S
A0 % 3 % \ . TN -

L LAL)

4 zl:ot:;(,neﬂaﬂng Officer uses form NPD-15R o respond to employee's request for review ns outlined In NAC
4,

AA000038

Y CALOANAN NN V23 Date: /f#‘iﬁ_ﬁm
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elopment Report - Page 2
Employee Evaluation & Develop epot J'—[_k(Firsl) [ Cara

[ Employee Name: (Lasf) | O'Keefe

[ (initial) | L.

Employee D #: 25693

4. Job Elements (Transfcr from Employec Work Performance Standards fi
d provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each jo
lement in column (A).

A)

(8)
Weighted
Value

C)
Raﬁng

b Element #1: Pracess Delinqueng Accounts
Using the deseription below, Reveaue Offlcers are responsible for the processing of
elinquent Motor Carrier accounts to determine the applicable fees, tanes, penalties,
nterest, and/or administrative fines due by the leensce.

on of Dell
I,  Processtog Delinquent Licensing Documents
2, Protessing Delingnent Tax Returns
3, Preparing Notification Leiters
4. Compliance Violations and Delinquent Account Lists
5. Referrals
6. Ciearing Account Stops
7. Administrative and Show Cause

Delinquent accounts are to be processed using the established guldefines and procedures, See
Revenue Offfecr Desk Pracedurcs for sheeific details on each fask,

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

By the end of the 3" month, the Revenue Officer must be able to post delinquent licensing
documents and tax returns, prepare 1 and 2™ instance letters, deposit funds, and clear account
stops, with general assistance.

By the end of the 7 month, the Revenue Officer must also be able lo prepare 3 — 4 instance
letters, with gencral assisiance.

Ey the ead of the 11" month, the Revenue Offieer must be ablé to perfonn all aspects of
elinquent account processing with gencral assistance,

3.00

40%

120

Job Elemant #2: Colleetion/Roferral - Delinquent Accounts

Using the deseription below, Revanue Officers are vesponsible for the collection and
referral of delinquent Motor Carrier accounts.

pfion ®, 4 pd Qelerral IPelin
I, Stipulated Payment Agreements

2. Bad Debi Collections

3. Lienw/Title Stope/Bond Clalms

4. Bankruptey Proof of Claims
S, Referrai 10 Coliection Ageney (Alllance One)
g. Lien Relepse

Admiaistrative and Show Cuusc Rearings

The collection and referral process for delinquent accounts are to be followed using the
leslabllshed guldeiines and procedures. Sge

During the probutionary period, steady pragression must be noted,

By the cnr of the 3" month, the Revenue Officer shouid be able to process a bad debt payment,
le & lien or title stop, and enter into & stipulated payment agreement, with general assistance.

By the end of the 7* month, the Revenuc Officer must be able to file  proof of claim, refer an

Hearings, with goneral assistance,

aeooimt to the rolfection ngoncy (Alliance Onc), and assist with Administrative and Show Caqu

2,00

20%

AA000039
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Emplovee Evaluation & Develepment Report— P

age 3
[ Employee Name: (Last) | O'Keefe [ (First) | Cara

T(initial) |L.

1

Employee 10 #: 25603

14. Job Etements (Transfor from Employee Work Performance Standards ':'om;,
and provide a numerical rating of 1 = DMS; 2 = MS; or 3 = BS for each jo
element in column (A).

A
Rating

Plied | Woghtsd
w\?agtue‘ Rating

By the end of the | 1™ manth, the Revenue Oficer must be able to perform all aspects
{ collection and referral processing with general assistance,

For job clements 4§ and #2:  Any uncorrected crrors that carry over to the reports
to prepare the monthly stats are deemed and crror against the Revenue Officer
responsible for the transaction.

b Element #3: Statistical Reports and Corresponding Logs .
Revenue Officers are required 1o prepare, review, vesify, and ¢valuate all statistical documents
for atcuracy and completeness,

Informatlon is gathered by extracting dats from s variety of sources, such ns paradox database
files, letter and check logs, spreadsheets, system reporis, and other similar documents.

ecords used to prepare statistical reports must suppart the findings submitted. Supporting
documents must he attached 10 neport.

Unless otherwite nntified, Revenite officers must reconeile thelr chook fog each week by 3:00
F‘:’" Wadneséay to allew the timely conipletion of the weekly stats, The final woekly

ciflation (nceded to complete the monthly stas) must be completed by noon, on the first
usiness duy of the month,

Any uncorsected errors that carry over (o the reports used (o prepare the monthly sfats are
deemed an crror against the Revenue Officer responsible for the transaction,

Unless otherwisc notified, weekly statistics are due by 10:00 am on Thursday. Monthly

tatistics are due by noon on the seeond business day after the close of the month, unless
utherwise advised,

3.00

iob Elemont #4: ‘Truining
As directed by the Revenue Supervisor, ensure bi-weekly goals cstablished for tralning meet the
uirements of the WPS. .

B. When applicable, ensure review periods with the Revenue Supervisor ars held on 8 bi

weokly basis 10 defermine effectivencss of training, |E: If speelal training has boen held or is

being requested during the period,

. Complete Division Evaluation Form and discuss with trainer and Revenue Supervisor if
itienal training is necessary.

D. Provide training 10 the newer Revenue Officers as requested.

The Revenue Supervisor will meet with the iralner at loast once per month, as applicable; to
idiscuss the training of any new or probationary employees and ensure the Divistonal goals are
being. met. The new employee must ensure iraining colncldes with WPS requircments when

200

5% .10

Job Element #5: Otlier Dutfes a3 Assigned
A.  Speclal projects vs assigned by the Revenue Supervisor.
B.  Assist othor seations of the Motor Carrler Division ps requested,
C. Preparstion and submission of DARS, timesheets, phone fogs, letter review®, and
ather raitine Adminisirative tasks assigned.

*Errors are counted it lettor went out with uncomected errors and is not discovered until after
!boing scib 10 the carrler.

200

% 10

185
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Employee Evaluation & Development Report - Page 4

[ Employee Name: (Last) | O'Keefe (First) | Cara

[ (nitial) [L..

" Smployee ID #: 25693

L

d provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each j

E:. Job Elements (Transfer from Employee Work Performance Standards fm#
lement in column (A),

(A)
Rating

8
Weighted
Value

©)
Rating

Eloment #8: Related Factors
d ity, 8 Demonstrates ability 10 accept work
ssignments and adapt to changs in routing or other process, Demonstrates ability to willingty
pt authority, instrucilon and constructive criticism, Maintain harmonious work relationship

und self-control and is not unduly influenced by co-warkers opinions or attitudes,

Demonstrates abltlty to consider alf facts leuding to & logical conclusion. Does not make rash
ecisions lcading to negatlve consequences.

Demonsirates willingness 1o take on added responsibility and originatcs or develops new and
better wavs of diving things.

{Fuithfulness In caming to work on-time and confonning to established aitendance guidelines.

Cu'lfl{hls mustbe made 1o a Supervisor at least 1S minutes prior to the star of your scheduled

Habitual use of sick leave in conjunction with schodufed days off and/or holidays, abuse of
break/lunch priviteges, tardiness, and excessivo distractions such g personal telephone calls and

m :c;’sations outside of break/lunch periods are not ucceptable. See MCD 02,01 for atiendance
1aeiines,

3.00

20%

$0

Job Element #7: Work Piace Safety
Ensurc adherense to cstblished Department safety guidelines,

Not Rated

N/A

NA

|Overall Rating (Scale: 1 t01.50 5 DMS; .81 to 2.50 = IS; 2.51 to 3 = £S)
A “does not meet standards” rating may affict agjustments based on merit (NAC 284.194) and
llogg_a_vlly pay (NAC 289.270). Another evaluation must be completed within 90 days (NRS 284.340.

2.50

2.70

AA000041
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Emplpyee Evaluation & Development Report - Page 5 . witah 1L
] Employee Name: (Last) | O'Keefe [ (First) | Cara 1(
Employee |D #: 25693
A) (8) (C)
4. Job Elements (Transfer from Employec Work Performance Standards fo ( ned | Weighted
nd ;ovid: aer'n'ume(‘rg:l r:ting of | = DMS; 2 = MS; or 3 = ES for each j Rating w\‘;‘gue Rating
lement in column (A).

iencles,
5. Rater’s Comments: (4 “does not nieet standards" rating for any job element st include a detalled explanation of the deficiencles)

nb Element #1 - You camed an “Exceeds Stavdards” in Processing Delinquent Accounts. This represe
Since your last appraisal review you completed a fotal of 1,761 letters for an overall average of l|l4|i7 hﬂmsl:if "‘“"‘-m processed th
4% of the entire unit’s Tener production,  You processed 124 IPTA fuel tax returns. Dtlrmsder’zﬂl’7 6l’ m“" ofwﬂwiodﬁme. Tn the last |
unit’s deposits ut feast 27.67% of the time and were the unit's assigned primary phone respon hs vou collected 633 (85% units) an
onths you assessed 741 Administrative Fines for $223,949. Of those assessed In the last 12 mon hs g': ¢ 12 months, some of whic
166431 (74% emount), However, you collected a total of 724 Administrative fines for 8206.42‘;01: pas available fo you includlog
ere assessed in a prior perlod.  You continue to follow policy and procedure and use all collection methods g
ling liens, revoking registrution credentials and stopping titles,

ob Element #2 - You eamed a “Meets Standards” in Collection/Referral = Delinguent Aecounts. bnitted
During this review peciod you've procossed thirteen (13) NSF/Bad Debt collection transactions. You P‘;‘""m ed‘d s?'“ :;r (?‘d) Liens and|
referrals on eight (8) Administrative Hearings, You've scheduled sixty one (61) Show Cause Hearings an m’:{“ Isient foll

laced nunicrous Title Stops. Paymient plens are structured pursuant to Division Pollcy and Procedure end you Thectible cor d”all collecth
4P on your peyirent plans. You follow up on your accounts and ance an account s determined o be unco an

efforts are exhausted by the Division you refer the account ta the collection sgency for continued efforts in accordance with our Poliey and
Procedure,

fob Elemont #3 - You eamcd an “Execeds Standards” in Statlstical Reports and Corresponding Logs.
You performed the weekly reconciliation of the team’s individual statistical logs for the pasi year which greatly 'ed‘g:: g:gg'; ;‘" s
E“Pel\'isor must spend on the month end statistical report, Please continue fo update the Hearings Log and confirm 08

updated when the debt is pald, Also, please continue to reconcile your logs with the entries made in the Paradox sofware and lettors semt
Q aSSUT e correct amounts ure entered o your DARS report.

Sob Element #4 — You camed a “Meets Standards” in Training.

You are willing to kearm new basks wnd assend raining when offered. Vau ask for asslstance or clarification when you determine necessary|
such as when you are processing banksupioy claims or prior to referving an account to the collection agency.

Job Element #5 - You earned a “Mects Standards” in Other Dutics as Assigned,

You are 8 team player and always willing (o acoept additlonal duties 10 assist others in the Revenue Unit when hecessary, On se

10cewlons during this past review perlod You submitted the weekly statistical report for the unlt to the Division Administrator on behalf
YOur super visor when she was out of the olfice.

yob Element #6 - You eamed an “Excecds Standards” in Related Factors: Wark Adjustment, Judgmen, Inftative, and Attendance.
You demonstraie use of good judgment #nd common sense when interacting with co-workers and when communicating with customers,
You rosearch account issues prior to preparing the violation letters and assessing fines, penalifes and interest. :"’“. "
recoinragndalions to your supervisar when working with customers to resolve their debt Issues. You are organized, good at pri -

d offer to adjust your work scheduls when hecessary to accommodate schedules for the Ravenuo Team. Your attendance i3 comp!
with Policies anid Procedures.

rJob Eicment #7 - Work Place Safety: This job clement is not rated. There are 1o compliance issues.

187
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Employee Evaluation & Development Report ~ Page 6

[Employee Name: (Lasf) | O'Keefe T(First)y | Cara [(nitial) |L.
“mployee 1D #: 25693
14. Job Elements (Transfer from Employee Work Performance Standards f A (B) (©)
Lt“d provide a numcrical rating of | = DMS; 2 = MS; or 3 = ES for each j Rating | Weighted Wﬁ‘m“m
lement in column (A). Value 9

18, Development Plan & Suggestions: (The supervisor addresses how the employes can enhance performance and achieve standards;
indicates recommendation for fiuther development and training. This section should be discussed with the employee.)

In your last Employee Appraisal we listed warking on those accounts that were referred to the Revenue Unit by the Audit Unit. OW’“";!
past reviow period you preceded to all late stage collections on these accounts including refesring them to the collection agency once yo

ollection efforts were exhausted. Thank you for your attention 1o this project.

During this next review period | encourage you to continue review your Revenue Unit aged receivables including referring them to the
collection agency if alf {ate stage collection efforts are exhausted. i

eir account Iswucs while collccting Revenue owed the Staie of Neveds, We also appreciate your involvement with the Division®

'hank you for your dedication i Motor Carrier this past year. We appreciale your collection efforts as you assist deblors in molvin%
McFislt" program, finding ways to make working more fun and involving the staff in team spirit activities.

Distribution: Original tc Nevada Department of Personnel; Copy to Agoncy; Copy to Employee NPD-15 Rev, [3/09)

188
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, Agency UscOn)y

00 OEC 15 P 2 U8 pEPARTMENT PERSONNEL
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT

1. Employee Name: Last O'Keefe Firet Cara inttial L.
2, Class Thle: Revenue Officer It 5. Employes ID#: 25693

3. Dept/DiviSection: DMV/Motor Castier Division/ Revenue Unit . Date Evaluation Due: 12/11/08

(8- Agency #(3 dighs): 810 Home Orp #(¢ diginy: 4717 Position Control 8; ccwsel7. Date Next Evaluation Due: 1271109
B (check one): Pormanent (check one):

6 month Probation/Triak: 2 month [[] 5®month [ ] Other
12 month Probation/Trial: I }3“mon!.h 7® month [ ] 11® month [JOther R Avnal [ ] Ot
. Work Performance Standards: are an accurate reflection of the position [_] will be revised to reflect changes

[ e——u

10. Overall Rating from Page 2, Number 94 (check one):
[ Does Not Meet Standards ] Meets Standards (X Bxceeds Standards

Ifa rating of “Does Not Meet Standards” is given, mother evaluation must be completed within 90 days. The rating may affoct
adjustments in salary based on meyit (NAC 284.194) and longavity pay (NAC 284.270).

4L 4, Revenue Officer I11 Dats:  12/10/08 . {mne/ddfyry) |.
; - (NAC 25 requires that you complete this section and sign the report on performance within |
warking days after discussion with your supervisor. If you disagree with the report and regquest a review, you must speclfy the points
lf%iuw [ Request Review

12, Reviewing Rev

{Employee’e Signature:

\ A‘\ L\ AL
o, | JAgred [[] Disagree (Comment Required)

Reviewing Officer's Signature & Tide: Dato: (mm/ddlyy) |
3. Appointing Authortty Review: &1 Agree [] Disagree (Comment Required)-

Mnnummmmuavm% et Lo . pate: (2./12 Jooo® i)
Distribution: Originsl to Nevada Department of Personnelf Copy to Agency; Copy to Employes  NPD-15 Rev, 10/07
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Employao’ isal & Development Roport-Page2

loyee Name: (Last) | O'Keefe | (First) | Cara

[(nittal) | L.

Employee (D #: 25693

34, Job Elements (Transfer from Employee Work Performance Standards fo
and provide a numerical rating of | = DMS; 2 = MS; or 3 = ES for each j
element in column (A).

A
Rating

(8)
Weighted
Vaiue

{€)
Weighted
Rating

ob Element #4: Process Delinquent Acconnts

Using the descripsion betow, Revenae Officers ere responsible for the processing of
delinquent Motor Carrier accounts to determine the applicable fees, taxes, penalties,
interest, and/or administrative fines due by the licenses,

;: Processing Detinquent Licensing Documents
Processing Delinquent Tax Returns

3. Preparing Notification Letters

4. Compliance Vioktions end Delinguent Accovnt Lists
$.  Referrals

6. Clearing Account Stops

7. Adminlsirative aud Show Cause

Delinquent accounts are to be prosessed using the established guidelines and procedures. See
A M S, b SNQ ST SROE,

gYenug Office Y

TeH

DX

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

By the end of the 3" month, the Revenue Offjoer must be able to post delinquent licensing

Cocuments and tax retumns, prepare 1 and 2 instanice Jetters, deposit funds, and clear account
stops, with general assistance,

3y the eaid of the 7 month, the Revenuc Officer must also be able to prepare 3™ - 4 instance
eiters, with general assistance, :

ythecndofﬁwH‘monm.dlekevenuemermmtbenblompmmallupwuof
dellnuemneoomupmewslggwhhgenmlmhm

300

40%

1.20

Using the deseription below, Revenue Officers are vesponsible for the collectica and
peferral of delinquent Motor Carrier atconnds.

BHOA 02 -oigciion and ferrel § '
I. Stipulated Payment Agreements
2. Bad Debt Colleetions

3. Lienw/Tile Stops/Bond Claims

4. Bankrupicy Proof of Claims

8. Reforral to OS]

6, Licn Release -
7. Admlnistrative and Show Cause Hearings

[The collection and referral provess for definguent accounts are to be followed using
mmhed Buldelines and procedures, Ree Revenne Office Desk Proced: fo

During the probationary period, steady progression must be noted,

RETEA ANy

Y the end of the 3* month, the Revenue Officer should bo able to process a bad debt payment,
loallenonithmy.mdmmhwusﬁpmmmmwmwmhm

By the end of the 7" month, the Revenue Officer must be able to file 8 proof of ciaim, refer an

!ocloum to 051, and assist with Administrative and Show Cause Hesrings, with genera!
isslstance.

the end of the 11 month, the Revenue Officer must be sble to perform il aspects of

2.00

AADD0045
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. 14

Employee Appraisal & Development Report — Page 3
| Em& Name: (Last) | O'Keefe

[ Onitial) | L.

3
[ (First) | Cara
'-"mgloyee ID# 25693

d provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each job)

14. Job Elements (Tranfer from Employse Work Performance Standards formy)
lement in columa (A).

(A
Rating

(B)
Weighted

Value

{©)
Weighted
Rating

lection and refereal processing with general assistance,

or Job clemeats #1 & 2t Any uncorrected errors that carvy over to the reports used to
re the montbly stats, ore deemed an ervor sgainst the Revenue Oficer responsible
for the transaction.

b Elemont#3: Statistical Reports and Corresponding Logs
enue Officers are required to prepare, review, verify, and cvaluate all statisiical documents
OF accuracy and compieteness, '

formation s gathered by extractin 5 data ftom a varioty of sources, such as paradox database
» letior and oheok logs, spreadsheets, system reports, and other similar documents.

ords used o prepare statistical reports must suppart the findings submitted. Supporting
acuments must be attached 1o report. :

nless otherwise notified, Revenue officers must reconcile their eheck log each week by 5:00
on Wednasday 1o allow the timely completion of the weakly stats, The final weskly

ncillation (needzd to complete the monthly stats) must be completed by poon, on the first
business day of the month,

Any mwmmmnmowbmemumwmmemmhly stats, are
ideemed an ervor against the Revenug Officer responsible for the transaction.

Unless otherwise notified, weekly statistics ar due by 10:00 am on Thursday., Monthly

are due by noon on the second business day after the close of the mosth, uniess
otherwise advised,

2,00

10%

ob Element #4: Training

A8 directed by the Revenue Supervisor, ensure bi-weekly goals established for training meet the
froments of the WPS,

- When applicable, ensure review periods with the Revenue Supesvisor are held ona bl-
Kly basis to detemuine effectiveness of tralning. IE: If special training has been held or s

ing requested during the period.

- Complete Division Evaluation Porm and discuss with trainer and Ravenus Supervisor if

additional training is A

. Provide tralning to the newer Revenue Officers as requested,

2.00

5%

Jdo

ob Element #5: Other Dutles s Assigned
A.  Special profects as assigned by the Revenue Supsrvisor,
B, Assist other sections of the Motor Carrler Division s

C. Preparation and submission of DARS, timesheets, phone logs, letter revisw®, and
other routine Administrutive tagks assigned,

°Errors are counted if letter went out with uncomected errors and is not discovered until afer
being sent to the carrler.

2.00

5%

Jo

AA000046
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“mployee ID #. 25693

[ (initial) | L.

4. Job Elements (Transfer from Employee Work Performance Standards form
d provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each Job
lement in column (A),

)
Rating

®)
Weighted
Value

©
Weighted
Rating

iRtmtives

H-control xnd s not unduly influensed by oo-vworkers plaions or aiftudes,

cnsrates abillty to consider al facts leading 1 8 logical conclusion, Doss not make rash
dex leading 0 negative consequences.

emonstrates willingness to teke on added ibil . ol
etter ways of doing things. ° Fesponsibility and origtnetes or develops new

Falthfulness
ns must be made to a Supervisor at least 18 minutes prior to the start of your scheduled

break/lunch Privileges, tardiness, and excessive distractions such es personal telep

ation: Demonstrates ability to accept work
process, Demonstrates sbillty to willingly
snd constructive aitiolsm, Maintaip harmenious work refationship

coming to work on-time and conforming to established attendance guidelines.

3.00

20%

.50

fnll Rating (Scale: 1 to 1.30 = DMS; 1.51 to 2.60 = #98; 2510 3=E8)
A “does not meet standards” rating may affect adjfusiments based on merit (NAC 284.194) and
(NAC 284.270). Another evaluation pust be eomploted within 90 days (NRS 284.340).

ob Elomont #7: Work Place Safety
Insure adherence to established Departiment safety guidelines.

Not Rated

N/A

Not Rated

233

AA000047
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Employes Appralsal & Devalopment Report — Page 5 -
%&) ofl%eere “(First) | Cara [ (initial) _|L.
“mployee ID #: 25693 '
B) . {C)
4. Job Etements (Transfer from Employee Work Performance Standards ft A ( Wekated
E-o provide a nume(:tc:l ruting of 1 = DMS; 2 = MS; or 3 = ES for each § Rating W‘;lggl:d l':ging
lement in column (A).

8. Rater’s Comments: (4 "does not meet siandards” rating for any Job element must include a detalled explanation o/ the deficlancies)
ob Elament #1 -¥ou oaried m Exceeds Standseds i Procsislag Delinguent Ascounts. During th last 12 mont, you copleted s
tal of 1,585 letters for an overall average of 132 letters per month. This represents 51.8% of the toam’s letter P""'m 25% of the time
time period. You processed 91 tax retums. During this appralsal period you processed the unit sdeposnsatd performed the
were the unit's assigned primary phone responder 25% of the time. For the past 10 months of the review pesiod you
weekly reconciliation of the team's individual staistical logs.

Nob Element #2 - You camed a Meets Standards In Collection/Referral Delingwent Accounts. During this review petiod you've
thirsy seven (37) NSF/Badt Debt collection transactions. You've testified e, o been available by phono to testify at twelve (12)

inistrative hearings. You've filed one hundred and fifty five (155) liens and numerous title stops. You foflow-up on your accounts

@ proseed to the next collection tovel if necossary,

Job Element #3 - You eamed a Meets Standards in Statistical Reports and Corresponding Logs. Continue to make sure you reconcile
rour check log weekly with specific attention to make sure any errors have beea corrected.

Job Element #4 - You eared @ Meets Standards in Training. Your essistance i helping others in the Division as well as the other
Rovenuo Officers in the unit, particularly during the first six (6) moaths of this review period, was very much appreciated.

Yob Element #S ~ You eamed a Meets Standards in Other Dutles s Assigned. You continue tobeawamplayerandwillfngtoassm@

Division. You offer to help others and anticipate when extra coverage is needed. You are sensitive to workloads in the unit and help
whenever you can to complete tasks,

Job Element #6 - You eamed an Exceeds Standards in Relsted Factors: Work Adjustment, Judgmens, Initiative, and Attendance.
"ou demonstrate use of good judgment in working with customers and co-workers. You are receptive to accept any additional projects
ot may be asked of you. You are dependable and your attendance is compliant with the policies and procadures. You follow State

gulations/laws and division policies & procedures. You volunteer ideas and follow through organizing divislon aciivitios end we
appreciaie your assistance in this.

ob Element #7 - Work Piace Safety; This job element is not rated. There are no compliance issues,

168 recommendation fer further development and tralning. This section should be dircussed with the emplayse,)
’W'“Wmlwwiwwsonwu r lester count by et least $%. You increased yoor lotter count by 62%, exceeding

oal by over 57%. Thank you mrymmmumwmeey:f"ﬁomon |m:3mdmmmgumonmwu|g customers. Also listed es 8 goal f

this past year was 10 complete your tralning in late stage collections which you hava completed,

ollection efforts arc made we can proceed fo late stage collection and possible referral fo an outside collection agency if desmed uncollectible,

hank you Myouranetﬂommyowmmmemrﬁww!bcthdebtwedwmcsmcomeda. L appresiate your wiliingness to help the other
i inﬂxokevcuueUnhasweuasheH the other Unils too, Thank for being & Motor Carrier Division team Y

‘g‘g;"‘b““"m Original to Nevada Department of Personnel; Copy to Agency; Copy to Employee  NPD-1$5 Rev.
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?fmmw.omm Plen & Suggestions: (The Supervisor addresses how the employee can enhance performance and achisve siandards,

‘”m‘“m}""'WM“&eﬂﬁatywmnh‘nwtowotkmu»eaocomuMnnfandNﬁoMmueUﬂlthﬁxeNﬁilUﬂhﬂoﬂmmﬂlq
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August of 2001 in Careen City, I was cited for speadis
T wos going 45 Ina 35 zene. mmmmwwmm This

on Gollags Parfuscy,
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o

- : PERSOMIEL FAX K0, | 775 684
200 10:25 Stato of Nevado Richord Wirtaod

DEPARTMENT OF MOTOR VERICLES AND FURBLIC SAVETY
Field Sesvices Division
M EMORANDUM
DATE: Angust 7, 2001
TO: DMVPS Budget Analyst
FROM: Dana Mathiesen, Central Services & Records Administrator

SUBJECT: _JUSTIFICATION TO FILL VACANT POSITION

Autborization is vequedted © fifl the following vacant position:

% ). { Budget Account #: 4741 Classification Code: 9.719
Position Contro} ¥: OC7088 Grade; 23
Classification Title: Microfilm Operator I

2. | This position is eritical to:

Public Safety O " ClientCare © Essential
Setvices 8

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

4. | How did the position become vacant? (termination, transfer-out, retirement, etc.)
New Position

3. | Reason for the urgency to fill and/or consequences of not filling vacancy:

This Department does all the microfilming for the entire State, and stand at a 1 year backlog ot this time. Ve

4 can not get other agencies the required paperwork (backups 10 titles and drivers license) in a timely
unless a full night shift is established 10 eliminare backlog.

6. | Whatis the position's funding sourceHighway fund

¥ Approved forhireon: ___ /D - | -0 § O Not approved for hire
r ? Fx ML £-.)e -4
Budget Analys: 4 - Dawe

H Reg\PosmeatunfieranonRoquenst Porm\Posction ustifieanan fi
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" Employer’s

I have (check ome) __ L~ read the pamphlet or ____ viewod the videstape, entitled
“Worlplace Safety: Your Rights and Responsibilities™ and I understand sy rights and
respousidilities for safety im the workplace.

. .
gy Cam D' Keeke. pate:__\\4 -0\

Place of viewing the

videotape:

Employer’s Name: Department of Motor Vebiels and Public Safety

Division: At/

Signnture:

Awny emaployee who docs net understand this pamphiet should
contact his or her supervisor, emplsyee representetive or the
Division of Industrial Relatiors of the Nevada
Department of Business & ladustry.

Las Vegas: (702) 486-3016
Reno: (773) 688-1474
Elko: (77S) 753.1369
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U.S D@partmem of Justice o O3 W V1150938

1 em aware thst fodorsl law rovides Sw
- am:br fines for falup

uge of (olse doeumams In conneciion wih mc
complailon of this form.

Empioyre’s Sghatre

i, e )

e Sprog St i ot o

Oats mw)

wmwmwsmmmmcuwmumg mwmmmmmmmam.
cocumenile

Lsta iistC
Document utle:
lssumng authonty: .
Document o:
Expraton Onto 11 gnv? L —t
Qocumeni =

Exmauon Datpramy) __ 1

———

CERTIFICATION . f attaet, wndar pone oi e IWMMMWS)MWWWW
amployee, that the am&mmwmmm ap  oons ganuine and 10 rolte to the employed nimed, that the
emplayes bepen employment on (montideywaear) l 1.9/, erd that o the beat of My tnowiedge the amployes
Is B:lglhla :t; wortk In the United Sistes. (8iols emp egontlos may omil the dsta the omployea bogen
employmen

’§m"ﬂ4n°°iivwow ot Aulhgryted Roprosomanve

Buus‘oss or/d

gmmm 7 mc&mmwm Giy.\Gure. Zip Coda) | Dais (monthidaynosr)
555 WRIGHT WAY - '
DMV & PS ﬂl“ _ ﬁ.aL

Secilon 3. Updating and Reverilication. To b compiated and mgnad by employer

A New Name if apphicatie) B. Ozb of retwe Mldwu) l epplicedlol

c. U umpioya's prencus 01at OF Walh UINGH£ALGN has Gapred, mummwwwwmww
etgRvily

Documant Tido, Document o: Expraton Dato(dany), _ ¢ ¢

anost, undor penalty of panury, that 10 the bagt of elipttilo to work in the Unitad Siata0, aad i the smployse
wmmoddoeumun).themn:nl(e)l . %WNNMNM %o individusl, .

Synanne of EmolbyeY of Avinonzeo Fﬁmm ’m {monin.dayyesr)

beane by 1Y Sy gy
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Form W-4 {(2001)

»

A anu't'umnmmwemuﬁnmnaw e e 4w s e e e e e e e . . —
@ You &r0 singlo and have only ons job; or
B Enter °1* it © You 6 maniad, have enly ane job, ond \wur SPOUSS donh Not wark: or PP - R
© Your wegos #6m & socond job or your apouss’s wagas (o7 the wte! of both) £7¢ $1,000 o tass.
Emw'Phrmmeumydmabm-oﬂmmmmanWwowkﬂwmﬂ
moro than one job. (Enttring -0 may heip you avold having oo bile taxwitkhad) . . . . . L . . . . . .
&uwummvmnmmwm;wwﬁtnmmhm. e e e e
m-l'nmmmmmummmmmnmmmmawm .
Emu°1-wywhmenmstmamummwmmmmomam
(ota: Do not inclurfe chitd supcort paymaernts, Seo Pubd. 508, Child znd Dapandent Cxre Expensos, for ceted )
WT&MMMNMM:
© I you toda! intome v be batenen $18,000 and 850,000 (529,000 end $53,000 i maniad), ener °1° for eech olpRss ehid.
onmwmwmwmmmmmmomnsumam-h-Nmnavam
mmmvnyummmﬂnmmw“vumm&numeﬂhm [ R
50 Adg Bnca A tivough G et artor tsted o, (st This ey G0 oSt fon G fesebar of qutmagtions Yoo oot anjour dtoetan) > N .
°"MMHMUMW&WMMDM)@MQQNW
For acounay, e Aiusmento Weskmitcat on poga 2,
compisteatt | © 1 you ovn eingla, heno mose than 0ne Job and your comblned camings frem el jebo esooed $35.000, o7 H you
warkohacts & maries and havo & working eppus ar weso than oo isb arul the cambingd comings Som &l jobs anensd
et apgly. 80,000, 630 the Pwo-Zamer/Too-Job Workchost on pags 2 10 svold heving ton Bitls tox withheld,

° vmdwmm&QMMWNWMWNSMMW4 baiow.

wmwm memW’WNn”wmm tresrsesevescuriainesaany

Fom WU Employse’s Withholding Allowance Cortificate lwhm
rioe R toves” b Fer Aot end Redustion Act 898 poge 2, M1
[] 1mwmmaniwmwan lagt

Mwme O
Y Mmoo

(<]

2 Your eacid eopiphty Suamhor
Cgea o333 [ Tmm———
bt oned trot 07 vl i)
LoC " L?:xg wﬂuuetrm’:m:*-:
Sy v town. atero, o 2P code - S M yotr tegt noes Gun Grom et BR POW Botit) S6ioty cand,
AT DN M‘-\Q)) choch baro, YU 6t b 000 TTB-1219 bar 0 s oord, §

vowmmuaubwmvoummmmmmuuw.wmwmbmmwﬂ)
Additona! amount. d any, you want whnheis from soch paycheeh . . L, . . . . . . . O 1)
ae:mmammhomwahwmmma.mnmnymnmumdww‘omhw:
oLwywlhadammrouﬂmddufudwhmmmmbocwulmumww
wliuwaderw«dmmmmlewmemw

- e ;,

" youmest both conditions, wrte “Exemplthare . . . . . . . . . . . . . . > (71
Undet pengieg of ) comly Wt | em o tha o ey , @ | e entited o clum catwpl wahg
H 500 D'n)!.wo famisty MWMM corticuie, o | em at

toss you m pene \\-Q -O\
0 Employers nomo 10 only 4 sondn 1o the 31 | O Ofton codo | 90 Emioyer wenticabon mumbem
W ass gt &%Fgg-,m%msm L w1y
i Cat 10220Q
NOV 2 1 2000
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OFFICE OF THE GOVERNOR
POLICY AGAINST SEXUAL HARASSMENT &
DISCRIMINATION

SEXUAL HARASSMENT AND DISCRIMINATION
POLICY ACKNOWLEDGEMENT

EMPLOYEE NAME: _QM L. Okeexe
EMPLOYEE ID#: ___ 35 (032

DEPT/DIV/AGENCY/ORGH; “TAN | MMQM&" #1o [ 41

DX 1 have read and understand the Governor's Policy Against Sexual
Harassment and Discrimination.

EMPLOYEE SIGNATURE

DATE 1 |a(g st

SUPERVISOR SIGNATURE D_lM\d @-

DATE _ ) |2.7 (07

RECE|vEgp
AUG 0 2007
y g NV b
g " e
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Sacial Sacurity Number mrmg:”mjﬁ? 035 Enployse 10
Firgt 1 Middle fLast Bffi
ARA L IO'KEEFE
pp. ID. tfective Date Expiration Date
Personnel Ackion Reason | Erp Status Fosition S1atus * Records bats Rec'd,
Bl MSE B Active Permanent
Personne) Action | Reason | Emp Stotus Remarks
. STCHG STATUS CHANGE REMOVE
[ [Persomnl Action ] Reason p Stahw_|PROBATION DATES
: 1l Teble Dstven Poy pate of foy -
Home Org. || @ Yes Pesition® | %Full Hme |-©Vw __I Grode Step _|8iweekly
ONo O
1 o cC4036 | 100 |[O%e 32 02
%m O"/‘ = ) i
ORI SerWea
Probation/Trial Start |, - Probotion/Trial End Pay Progression Start bate Lenve Progression Start |List#
XXX XXX :
 Assignmant Avivibutas - Poshion Attrbutes — -
Payroll Number Title | Sub-Title JPay Class Title Description
CNTL 07.233 0 | EsoR ey
4. Pay Parassters . ) l‘lﬁ' .M;. .
Type JA/PInd [Amount  [Percemt]  [EffoctiveDate  |Expiratin Date __ Owrrides
i Poy Poley
{Pay Type A/ End fAmount_Percent] afmnm Ialwmwe jepo2 .
E (eot
hrpc [ATPInd JAmownt  [Parcent] Teff""ec five Dote ‘E@mmm POl ‘
k ¥ Banoftt/Deduction Pory.
Type [A/PInd [Amount ‘l"m] [Effective Data {E}quﬂenwc jpro1
l

1 i I Over time Profie
[{OPDB - O.Y. over 8 hrs ina day
AGYD #; ) ' L
§AYD (Agancy spacific Dato) : Check Distiibution;
Wﬁﬁ‘mwwm[——‘-mu[ O Home
Location | Work Location 1 Extension Extonsion  [Work Cycle | @ oy o
kccomvs  |cepmvi ‘
PENS (Pension Profila) Exmployer Porficn Employse Portion
on: 10edUEtioN on
on Systen ' IEE‘“ System han Effective Date
Tax (Bwployes Tax Paramsters) F.,
fective Dote W% Dm E«-wuu M é
E“ Y 7 Oative § Oinacive 2007
om | own R&ONNEEE;E i
LERTIFTCATE ond SIGNATVRES mwmm}p‘mﬁwum mmwfwmm i

L, Enployee Sigratirg: | 1Q)
For Transfer Only:

ond ions

MA AL - {2}
Y sigroture certifles that T hasd recd srt ezl o3
Inlﬂall\unlfyowm:ycmpn

0 pay of f balanea per NAC 284;254.1,

'"“mecwwmmsm

the mloyu’n overtime Nability, If no, outgolng agency is

intinh Authorlty Signature.

Sl
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Y

r Agency Use Only

W NV 28 A % 19

REAVARD

DEPARTMENT OF PERSONNEL PERRONREL RECORDS
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT

Personnel Use Only

RECEIVED

NOV 2 8 2007

1. Employee Name: Last O'Keefe First Cara Inifial L

2, Class Title: Revenue Officer I

3. Employee |D #: 25693

4. Dept/Div/Section; DMV/Motor Carrier/Revenue

5, Date Evaluation Due: 11/1§/07

ié.cigaegcy # @ digie): 810 Home Org # 4 digis): ¢717 Position Conirol #:

, Date Next Evaluation Due! 12/11/2008

8, Pr jod (click one):
6 month Probation/Trial: [ ]2* month [_]5® month [ ] Other
12 roonth Probatlon/Trial: [ ] 3" month D‘l"momh Xl 1% month [] Other

Pemragnent (click one);
CJAnmat  [JOther

7. Work Performance Standards: | are en pecurate reflection of tho poshtion [X] will bo revised to reBect changes

10. Overail Rating from Page 2, Number 14 (click one):

Rater's Signature &, Title: ﬂ/ Supy Aud |l

(ODoes Not Mect Standards 5] Mects Standards [ Exceeds Standards

I an overall rating of “Does Not Meet Standasds” is given, another evaluation must bo completed within 90 days, The mting may
nﬁecladiustmemlnsalaxylmedonmt(ﬂ&czu 194)annongemypaY(NA02842701

Date: 11/15/2007 (mm/dd/yy)

disagreement.,) Dnsagree Request Review

11. Employae Comments: (NAC 284.470 reguires ¢
you complete this section and sign the report on performance within 1
Wday""ﬁ""“"‘“‘"’““ "-WPWVLW v agreewithlhcrepaﬁandraguammlemyanmmlhcmimq

Employee's Signature:

12. Reviewing Officer Revigw: | L Agres &) Disapbe iComment Roguied

Date: I \‘lLO‘_O'] (mm/ddiyy)

Reviewing Officer’s Signature & Title:

Date; (mm/dd)yy)

13. Appointing Authority Review: (] Agree [[] Disagree (Comment Required)

0EC 0 5 2007
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e

Er;nployée Appraisal & Development Report - Page 2

Employes Nome; _{Lost] O'Kesfe [ (First) Cara 1initial L.
Employee ID #: 25693 7y T ©
14, Job Bements (Transfer from Employes Work Performance Standards !
d provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each job{ Rofing W\C}lg‘z?:d W:ég,;\::d
lement in column (A). 55% 110
Job Element #1; Process Delinquent Accounts 2.00
Using the description below, Revenus Officers ave responsibie for the processing of
elinguent Motor Carrier accounts ¢o determine the applicable fees, taxes, penalties,
terest, and/or administrative fines due hy the licenses,
l LStz ! -.»".."AL_"
2, Procesalag Delinquent Tax
3. Preparing Notification
4. Compliance Violations and Delinquent Account Lists
S. Referruks
6. Clearing Account Stops
7. Adminjsivative and Show Canse
Delhqmmnmmmmmbepm::wduolngtheeshbﬂshednﬁeﬁmmdmmﬂnm. See
Revemie Officer Desk P guKes 107 spy Jtails on each tas
During the probationary period, steady progression must be noted as follows.
By the end of the 3 month, the Revenno Officer amust be ablo (o post delinguent Hcensing
documents and tax returns, prepare I* and 2*# instance letters, deposit fonds, and clear
acoount stops, with general assistance.
By the end of the 7 month, the Revetme Officer mnst also be eble 10 prepare 3" - 4*
instance letters, with general assistance,
ythemdonhe‘ll“mnm.mekwemomurmtbeabhbwdmmmof
dellnquent account processing with general assisiance,
Job Element #2: CoBcetion/Referral - Delinguent Acconnts 2.00 5% 10
Using the description below, Revenue Officers are responsible for the collection snd
referral of delinquent Motor Carier accounts,
7, Administrative and Show Cause Hearings
[The collection and refermal process for delinquent accounts are (o be followed using the
kemblishedguwelheundpmeedmes. See R CYCIIye fice K Procedures BTN
on
During the probationary period, steady progression must be noted,
By the cad of the 3 month, the Revenne Officer should be able to process & bad debt
payment, file a lien of thle stop, and eater into a stipulatad payment agreement, with general
istance.
the end of the 7 mooth, the Reveaus Officer must be abie to file 8 proof of claim, refer
8 to OS1, and agsist with Administrative and Show Cause Hearings, with general
L
L 210
AA000085




¢ »

Employée Appraisal & Development Report - Page 3

Employee Nome:  (Last) O'Keefe | (First) Cara

" T{initici) L.

{ Employee ID #: 25693

14. Job Hements (Transfer from Employee Work Performance Standards form]
d provide a numerical rating of 1 = DMS; 2 = MS; or 3 = BS for each job
lement in column (A).

(A)
Rating

(B)
Weighted
Value

{C)

Weighted

Rating

the ond of the 11° month, the Revenue Officer must be able to perform all aspects of
collection atd referra) processing with general assistance,

or Job elements 71 & 21 Any nnsorrected errors that carey over to the reports used to

muwemum,mw“mwmmmmmm
ar the transaction.

Job Element #3: Statistical Reparts ang Corres Logs
Revenue Officers are required 1o prepare, teview, velg, and evaluaig all statistica)
documents for accuracy and completeness,

Information is gathered by extracting data from a vi of sources, such as paradox databass|
files, lettor and check logs, spreadsheets, qsmmmmrmm.

Records used to prepare statistical reports must support the findings submitted, Supporting
documents must be attachad to report.

oless otherwise notified, Revenue officers must reconcile fhelr check log each week by 5:00
pm on Wedsesday o allow the timely completion of the weekly staws. Tho fina] weekly

recong| tlon(mdedmcompleleMmonmym)mheoomplthym on the first
business day of the month,

; yummmodmsmqu‘w«mmmumdmmmmumu.m
deemed an error against the Revenme Officer responsible for the transaction.

10%

20

Job Bement #4;
Mwmmvmmm.emmu-mmymmmmmmm
the requirements of the WPS,
. Whenappﬁeabb.emnenvicwpabdswﬂhthekem&upmimmhdﬂmau-
h:lmsg&dammeﬁecﬁvmofmnmg' . IE; If special training has been held or is
during the .
) CcmplemDivblonBvﬂuaﬁmPomanddhumswimmheraMRcvaupeWkME
tional training Is

necessary,
, PlovideunininglomenewernevenneOﬁemnmqumed.

hwmc&mmm:ﬁnmmmemuummmmm.mmpﬂubh;w
tha training of any new or probationary employees and ensure the Divisional goals are
being met, mmwemployeemtmminingmmiduwimwrsuqnhemum
lines for completing speci are goted in the WPS, The new employes
mmmmnmawwh%mhmwmmmdmmwhhﬂwk

2.00

J10

A.  Special projects as assigned by the Revenne Supervisor.
+ Asxist other sections of the Motor Carriet Division as X
C. Preparstion and submission of DARS, timeshests, phone logs, letter review?, and
other routino Administrative tasks assigned, ’

"Enonueoountediﬂmerwmoutwlhnmmﬂedmxsmdhmmismwudmdhﬁet
oing sent to the carrier, .

2.w

§%

J0

Job Element #6: Relsted Factors
york Adjmstmen : peation: Demonsiraes ability to accept work

; naet, Acaptablilty. and Cooperait
lgnmmanda&ptmchngehmﬁmmo&um. Demonstrates ability to
instruction and constructive criticksm, Maintain harmoniovs work

3.00

20%

AAQ00066
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. .

Employée Appraisal & Development Report - Page 4

Employee Name:  (Last] O'Keefe [ (First) Cara | (initial) L.
Employee ID #: 25693

14. Job Elements (Transfer from Employee Work Performance Standards form|  (A) (B) {Ci
rmd provide a pumerical rating of | = DMS; 2 = MS; or 3 = ES for each jobf Rating Weighted Welgu!::ed
element in column (A), Value Rating

relationship and self-control and is not unduly influeaced by co-workers opinions or attitudes.

emoustrates ability 1o consider afl facts leading 0 a logical conchusion, Does not mako fash
decisions leading (0 negative consequences.

emonstraies willingness to take on added responsibllity and originates or develops new and
better ways of doing things. _

[Faithfhiness in coming to work on-time and conforming 1o established attendance guldelines,
?}fl{m must be made o & Supervisor at least 18 mitnites prior to the start of your scheduled

abitual use of sick leave in conjunction with scheduled days off and/or holidays, abuse of
break/lunch privileges, tardiness, and excessive distractions such as personal telephone calls
and eonwmﬂm:&n:ideofbreaklbumhpeﬂodsmnmwbh. See MCD 02.01 for

Job Element #7: Work Place Safety NR NA N/R
Bosure adberence to established Department safety guidelines,

Overall Rafing (Scale: 1 to 1.50 = DMS; 1,51 1o 2.50 = MS; 2,51 o 3 = ES)

(4 “does not meet standards * rating may affect adpustments based on merts (NAC 284.194) and 217 100% 2.20
longevi. (NAC 284,270). Another evaluation must be leted within 90 284,340).

15. Rater's Comments: (4 “does not meet standands” rating for any fob element gt elude a detailed axplanation of the deficiencie.)

Job Element #1 - Cara, you have earned Meets Stan: . i;qyl’{'owuingl)elinquentmnm. During the first 11 months, you
have completed a total of 552 letters, for an overall average of 50.18 per month. In addition you have processed 333 tax
returns, for an average of 30,27 per month, During the review you also completed 41 renewnls. Although the number
of accounts processed remains steady you've bad an increase in etrors resulting {n @ Meets Standards in this Element. You've
been asked hy new Revenue Officers and other staff for assistance and experienced many interraptions during your work day
hile attempting to produce a high volume of sanctinn letters, do deposits and respond to calls from branches and customers.
I believe the increase in errors Is an isolated issue and a direct result of the intervuptions you have experienced this past
review period. 1 appreciate your willingness to help othets and commend you for your team spirit. As the new membess of
the Revenue Team become more experienced 1 anticipate you will be intesrupted less, Iencourage you to make sure the
uality of your own work products are not sacrificed,

ob Element #2 - Cara, you have earned Meets Standards in Collection/Referral - Delinquent Accounts, Accounts are well
ocumented and you are ready to proceed with late stage collection efforts on some of your accounts. -

ob Element #3 - Cara, you earned a Meets Standards in Statistical Reposts and Corresponding Logs, Continue to make sure
u tum in your weekly reconcilation of the check log timely with specific attention to make sure any erros have been
corrected. Please reconcile your logs with the entries made in the Paradox software to assure that your work is in balance.
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Dapartment of Motor Vehicles

i h::::d(dmdt one) ¥ read the pamphlet or viewed ti.le videotape,
en

“Workplace Safety: Your Rights and Responsibiliies” and | understand my rights
and rasponsibiities for safety in the workplacs.

Employes Name: CARD_ L O 'Keefe Bate: 2.2 -//-06

Divieion: v\ pYoe Cagetflep.

Employer's Signatiire;

Any employes who does not understand this pamphiet should contact his or her
supervisor, empioyse representative or the Division of Industrial Relations of the
- Nevada Department of Business & Industry.

* Las Vegss: (702) 486-5016
Renhoy (775) 688-1474
Elo: (776) 783-1160
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Employee Appraisal & Development Report - Page 5

Employee Name: (Last) O'Keefe | (Pirst) Cara [ initial) L.
Employee ID #: 25693 : o =
14. Job Elements (Transfer from Employee Work Performance Standards forn{ (A .
L-:d provide a numerical rating of 1'= DMS; 2 = MS; or 3 = ES for cach jobj Rafing | Weighted | Weighted
ement in column (A). Volue Raling

16. Development Plan 8, Suggestions: (The supervisor addresses how the employee can enhance performance and achieve standards)
indicaies recommendation for further development and tratning. This section should be discussed with the employee) .

As {ndicated in your last review, as you continue to work the accounts you will become more involved with the late stage
(collections such as Title Stops, Bond Claims, Bankruptey Proof of Claims, Referral to OSI, Lien Releases and Administrative
and Show Cause Hearings as the primary Revenue Officer. Completing your training in late state collections should be a goal
prior to your next annual review.

‘ou continue to p a8 a Revenue Officer and when you experien oanewnskswneedmwmctmmcﬂmm‘w
: instmction,worgth:wgh the correction, and follom{:':vhere necessary to assure the account is updated eormc:ym all
ftware applications that are involved. Please continue to follow on your acoounts and continue working on some of the
accounts. You demonstrate on a daily basis a positive attitude and are firm but professional when you make your phone
calls to the Carriers, Thank you for setting a positive example for the Revenus Teatn.

As you expand on your experiences you are taking the role of a senior Revenne Officer. Also 1would suggest that a goal for
his next year would be to work on increasing your letter count by at least 5%,

As mentioned in Job Element #6 of this review, yon are makin self avaflable to the new staff for trajning issues. I. J
ecognize that this takes your time and 1 appresiate onreﬂ'm-tzm!sam. Also, 1 appreciate you taking phone calls from th
other branches and assisting them with the transactions when they are working with our customers, you for your
dedication to the Revenue Department and for all of your hard work.

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

NFD-{S Rev. 703
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Agency Use Only Persunnel Use Only
RECEIVED
4 AUG 0 1 2007
MAG-1 A %42 |
DEPARTMENT OF PERSONNEL PERSONNES NeLorbs

EMPLOYEE APPRAISAL & DEVELOPMENT REPORT

I. Employee Name: Lost O'Keefe First Cara Inifial L

2, Closs Tile; Revenue Officer IT 3. Soclal Security #

4. Depi/Div/Section: DMV/Motor Carrier/Revenue 5, Date Evaluation Due; 07/11/07

r- AGO;'CY # (3 6igis): 810 Home Org # (4 digis): 4717 Position Conirol #: 7. Date Nexl Evalualion Due: 1111107

8. li iod (click one); Permanent (click one):
6 month Probation/Trlal: 2% month { )5 month { ] Other

12 month Probetion/Triak: [ ] 3" month [X] 7* month [} 11* month ] Other OAomal [ Other

?. Work Performance Standards: are an accurate reflection of the position |_J will be revised to reflect changes

10, Overali Raling from Page 2, Number 14 (click one): _
CIDoes Not Meet Standards CIMeets Standards Exceeds Standards

If an overall rating of “Does Not Meet Standards” is given, another evalustion must be completed within 90 days, The rating may
affect adjustmonts in salary based on merit (NAC 284.194) and longevity pay (NAC 284,270).

11. Employee Comments: (NAC 284.470 requires 1hat You complete this section and sign the report on performance within 10)
8 duys after discussion with your supervisor. If yoi disagree with the report and reguest a review, you must specify the points of)

Raler's Signaiure & Titie; W MZ Supv Aud Il Dale: 07/23/07 _(mm/ddfyy)
Erldn
s

eement) L] Agree Disagree I Request Review

Employee's Signature: ‘li\‘ A - v Date: "\J;Qéb?(mm/ddb'y)
12, Reviewing Officer Revi ] Agree ({ )] Didagreq (Comminr Required)
Reviewing Officer's Signature & Title: Date: (mmyddllyy)

13. Appolnling Authority Review: £] Agree ] Disagroo (Comment Required)

a ’A-.

Appointing Authority's Signature & Title J/

e/ Alnidiaton Dote:"é)ﬁwjm/dm

&ALl b AT Y
Distribution: Original to Department &f Pebs nael; Copy to Agency; Copy to Employee; Copy to Supervisor
' F TV py NPD-IS

AUG 15 2007
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Employee Appraisal & Development Report - Page 2

'Employee Name: (Last) O'Keefe

| (First) Cara

intial) L

Social Security #:

14. Job Hements (Transfer from Employee Work Performance Standards f
provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for each
lemnent in column (A).

(A)
Rating

{B)
Welghted
Value

{C)
Weighted
Rating

Job Element #1: Process Delluquent Accounts

[Uslng the description below, Revenue Officers are responsible for the processing of
ent Motor Carrier accounts to determine the applieable fees, taxes, penaltics,

interest, and/or administrative fines due by the Neensee, 3

1\t e o

1. Processing Delinquent Licensing Documents

2. Processing Delinquent Taz Returns

3, Preparing Notification Letters

4. Compliance Violatlons and Delinquent Acconnt Lists
3. Referrals

6. Ciearing Account Stops

7. Adminisirative and Show Cause Hearings

Delinqnemaecounlsmwbepmmned
Revemue Officer Des &)

e IC Goth
Duting the probationary period, steady progression must be noted as follows.
By the end of the 3% month, the Revenue Officer must be ablo 1o post delinquent Yicensing

D48 and tAx retums, prepare 1* and 2* instance Ietiers, deposit funds, and clear
nt stops, with geseral assistance.

the end of the 7* month, the Revenns Officer must also be able to prepare 3 - 4%
instance letters, with geners] assistance,

the end of the 11" wonth, the Revenue Officer must be able to perfom all aspects of
linquent account processing with general assistasice,

Ing the established guideTioes and provedures. Soe

58%

1.65

Job Bement #2: Collection/Refesval » Delfnquent Accounts

Using the description below, Revenue Officess are responsible for the collection and
referval of delinquent Motar Carrier accounts,

cipiion o Collection and Referval Delinauen
i. Stipulated Peyment Agreements

2. Bad Debt Collections

3. Liens/Tiie Stops/Bond Clalms

4. Bankrupicy Proof of Clalms

8. Referral ¢o OS)

6. Lien Relfense

7. Administrative and Show Cause Hearings

The collection and referral process for delinguent accounts are to be followed using the
tablished guidelines and procedures. See Revenue Officer Desk P

uring the probationary period, steady progression must be noted,

By the end of the 3" month, the Revenue Officer should be able to process a baddebt

y':nmt. file a lien or title stop, and enter into a stipulated payment agresment, with general
slstance,

By the end of the 7 month, the Revenue Officer must be able 10 file a proof of ciaim, refer
Enaecount to OS1, and assist with Administrative and Show Cause Hearings, with general

20

5%

10
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Employee Appraisal & Development Report - Page 3

"Employee Name: _(Losl] O'Keefe [ (First) Cara | {initiad) L
Social Security #: cTeTr s T m )
14. Job Elements (Transfer from Employes Work Performance Stan .

provid:': nmngical rating of 1 = DMS; 2 = MS; or 3 = ES for eech‘;q Rafing Ws‘g;',':d ngg;d
E?:mcnt in column (A).

y the end of the 11® month, the Revenue Officer must be able to perform all aspects of
Hection and referral processing with generul assistance.

or Job clements #1 & 2: Any uncorrected errors that carry over to the reports used fo
the monthly stats, are deemed an eyror agalnst the Revenue Officer responsible
for the transsctlon.

Job Bement #3: Statistical Reports and Corresponding Logs ) 2.0 10% 2
Revenuc Officers are required to prepare, review, verify, and eveluate all statistical
ocuments for accuracy and completeness,

Information (s gathered by extracting data from a varisty of sources, such as paradox database
files, fetter and check logs, spreadsheets, system reports, and other similar documents,

IRecmds used 1o prepare statistica) reports must support the findings submittd, Supporting
nts must be attached 1o report,

Unless otherwise notified, Revenue officers must reconcile their check log cach week by 5:00
E:on Wednesday to ellow the tmely completion of the weskly stats, The final weekly

reconciliation (needed to complete the monthly stats) must be completed by nioon, on the first
{ness day of the month.

Any uacorrected errors that carry over to the reports used to prepare the monthly stats, are
{deemed an ervor against the Revenue Officer responsible for lhe transaction.

[Unless otherwise notified, weekly statistics are due by 10:00 am on Thursday. Monthly
thﬁuicsm&nehy 200 on (ke second business day afier the close of the manth, unless
therwise advised.
Job Eemen! #4; Training 20 5% -
As directed by the Revenue Supervisor, ensure bi-weekly goals estabiished for training meet
requiremeants of the WPS,
B. When applicable, easure review periods with the Revemue Supervisor are beld on a bi-
kly basis to detormine effectiveness of training, 1E: I special training has been held or is
ing requested during the perind.
, Complewe Division Bvaluation Form and discuss with tralner and Revenue Supervisor If
itional tratning is necessary,
- Provide training 10 the newer Revenus Officers as roquesied,

Revenue Supervisor will meet with the wainer at least once per month, as applicable; to
discuss the training of any new or probatlonary employees and ensure the Divisions! goals are
being met, The new employee must ensure tralning coincides with WPS requirements when
timelines for completing specific assignments are poted in the WPS, The naw employee

id discuss any applicable training that is lacking or concemns reganding training with thedr
Supervisor, as $60 as concerns afise. )
Job Eement #5: Other Dutles as Assigned 20 5% 1
A. Special projects as assigned by the Revenue Supervisor,

B, Assist ather sections of the Motor Carsier Division as requested. s
C. Preparation and submission of DARS, timesheets, phone logs, lettey review®, and
other routine Administrative tasks assignad. )

*Errors are counted if letter wentout with uncorrected errors and is not discoversd until after
being seat to the carrler.

Job Element #6; Related Factorg

prk Adjustment, Adapiabiiity, end Coopern Demonstrates abllity to accept work
ignments and adapt to change in routine or other process. Demoustrates ability to
acoept anthority, instruction and constroctive criticism, Maintain harmonious work

30 20% 60

Dperption
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Employee Appraisal & Development Report - Page 4

Employee Name:  (Lost) O'Keefe [ (First) Cara [ {initial) L
Social Security #: 5 & =
14. Job Elements (Transfer from Employee Work Performance Standards

nd provide a numerical rating of lm-‘? DMS; 2 = MS; or 3 = ES for each Rafing | Welghted W:Ighfed
relmmt in column (A), Value ating

elationship and self-control and is not unduly influenced by co-workers opinions or attitudes,

Demonstrates ability to consider al facts leading 1o & Togical eanclusion, Docs ot make fash
decisions leading to negative consequences,

.

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

AT C™

Faithfulncss in coming to work on-time and conforming t esiablisbed aitendance guidelines.
‘l:ilflsmmubu made o a Supervisor at east 13 minutes prior to the start of your scheduled

Habitual use of sick leave in conjunction with scheduled days off and/or holidays, abuse of
reak/lunch privileges, tardiness, and excessive distractions such as personal telepbons calls

ad conversations outside of break/tunch periods are not sccepteble. See MCD 02,01 for

attendance guidelines,

Job Hement #7: Work Place Safety NR N/A N/R

Ensure adherenco to established Department safety guldelines,

Overall Rating (Scale: 110 1,50 = DMS; 1.51 1o 2.50 = MS; 2,51 fo 3= E5}

KA “does %ol meel standards” rating may qffect adjustments based on merit (NAC 284, 194) and 2.33 100% 2.75
pay (NAC 284.270), Another evaluation must be completed within 90 dayy (NRS 284.340).

15, Rater's Comments: (4 “does not meet standards rating for any job element puyl include a detatled explanation of the deficiencies.)

ob Element 21 - Cara, you have earned Exceeds Stani‘l{:d in Processing Delinquent Accounts. During this period, you have
?lming this period, Your error rate is sli&ﬂy

above the acceptable range for exceeds standards (4.24 ve 4.0), but your productivity is so far above the expectation at thi

; of yfui; ttr:iulng that yot.i: have earned exceeds standards. Just be careful l;llat ou do not rush tﬁ corgidp!etg a:; ?::lmltn

e 1t in for approval without making necessary corrections and ultimately reducing your overall productivi ,

addition, you have processed 158 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 1

ob Element #2 - Collection/Referral of Delinquent Accounts - You bave earned meets standard in this element. During this
period you have filed three liens. Althongh you still require general assistance and have indicated you wonld like a little more
ining in this element, you are well on your way in this avea,

ob Element ¢#3 - Cara, you have earned Meets Standard In Statistical Reports and Carresponding Logs. It is important to
ensure you turn in yout weekly reconciliation of the check log timely 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 #4 - Cara, you have earned Meets Standard in Training, Make sure you work with you trainer to ensure all bj-

eckly training forms are 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 Element ¢5 - Cara, you have earned Meets Standard in Other Duties. During this period you have started to take on a fow

addit:anal duties, such as assisting with the overflow from other revenue officers, Thank you for your willingess 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
oporation and have shown great initiative by taking on additional responsibilities and assisting wherever needed. Your
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Employee Appraisal & Development Report - Page §

'Employee Name:  (Lasl] O'Keefe [ (First) Cara [ (inltial) L
| Social Secunty #: - - : m B )
14, Job Hements (Transfer from Employee Work Performance Standards 1
d provide a numerrl;cal rating of 1 = DMS; 2 = MS; or 3 = ES for each j Rafing w:iglmed w::?ﬁ':;d
lemeant in column (A). ave

judgment is sound. Your attendance is also honorable and within the requirementa of our attendance P & P. You have also
lunteered to assist the Activities Committee, Thank you,

ndlcatex recommendation jor ficrther development and training, This secilon should be discussed with the employee.)
T3, you contintie to demonstrate a can-do attitude in all areas of your job, You have even managed to surpass other

ce t0 our branch staff. You continue to take a very stressful job and handle it beautifully.

this review period, you have continued to excel in your knowiedge of Revenue processes, You think through the

uation before coming to a conclusion. Even when you have not had the right answer, you accept the correction and learn
m your mistakes.

dditionally, you continue to volunteer to represent Motor Carrier on the Activities Committee. You understand the

ponsibility to your primary job as a Revenue Officer and are careful to balance your involvement with the committee to
revent confiict with youtr role as an RO.

ou successfully handle aceounts with a higher level of difficulty, and while you still need some direction and assistance, you

ve adapted very well, Continue to work on these accounts, I would also like you to continue working on some of the older
d debt acpounts. These require some significant research, but I am confident you can handle #. I anticipate you will
ntinue to excel and I look forward to watehing your progress, Again, make sure you take the time to thoroughly research
nd complete the accounts accurately as this actually saves time in the long run.

ars, I want to thank you for demonstrating a positive attitude and creating an environment in the Revenue Section that

ndependently in all areas of your position. Thank you for all of your hard work and dedication to your Job as a Revenue
T. It is a pleasure working with you,

16. Development Plan & Suggesions: (The supervisor addresses fow the employee can enhance performance and achieve standards;

ue Officers with greater expetience, You know how to navigate through our programs, assist the customers, and provide]

akes stressful situations more tolerable, Iam confident by the end of your probati petiod, you will be able to function

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

NPD-IS  Rev. 703
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Agesicy Use Only ’ Personngl Use Only
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¥ 58 DEPAMMENT OI’ PERSONNEL
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT
1. Employee Name: Last OKeote First Curas Infliad 1.

2, Class Title: Rovenue Officer 1t 3_Social Security # - T
4. Dept/Div/Section: DMV/Mutor Curciex/Revenue 5. Date Evalualion Due: 0311417
6. Agency # s digay: 810 Home O1g # (4 digiax: 4717 Posilion Contral #: 7. Dale Next Evaluation Due; 07/1107
8. Probalionaty/Tial Perdod (chick wmo): J Permanent (click one):
ﬁmmvmwm [} 2% moath [ 5% month ] Other '
12 mooth Probation/Triat: Dq) 3" mouth [] 7* month [[] 112 month [ Other CJAmual ot

9. Work Performance Standerds: DX e an acurate reflestion o7 fhe position || witl be revised to refioct chamges

10. Overall Raling Irom Page 2, Number 14 (click one)
[C] Do Nt Moct Standsrds B Mocts Standards [7] Bxcceds Riandards

{F s overul vating of “Does Not Meet Standands® is given, anoibiy cvaluatin must b completed within 90 daya. The rating may
uffect sdjustments b salary W on et (NAC 284,194) and longovity pay (NAC 284.270),

Supy Aud Il Date: 041907 (muvddiy) ‘
i1, Employae Comments: (NAC 284.470 reguthes thar you complete this soction and zign the report on performance within 10
working days after discussion with your super ‘you divagres with he report and request a reviaw, yon sust speclfy the polnts of

isugresment) (0} Agros [ IDiwgroo ] Royuest Roview RECEIVED
L MAY 07 2007

Dale: ’-“‘ m Q’ I (mm/dd/yy)

Reviewing Olficer's Signature & Title; Date: (mny/dd/py)

13. Appointing Authorily Review: 8 Agreo [ ] Disagros (Comment Requind)

Appolniing Authority's Signakure & THieg s

3 AN i o

_ 2 :
Aguey'(.'opyto mployee; uwusm%1

MAY 1 1 200

Distribution: . Original to Department "
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Empléyee A'pprcisal & Development Reporl -~ Page 2

Employee Name: _ (Last] O'Keefe | (First) Care

[ (initial) L

Social Securty #: - . r

14, Job Bements (Transfor from Bmployee Work [Naformance Standards
Eﬂdpmvidennumericnl rafing of | = DMS; 2 = MS; or 3 = ES for each job
lemunt in column (A),

(A
Rating

1B)

Weighted

volue

<)
Welghted
Rating

ob Bemen! #1: Peoctes Delingusnt Accoonty

Ukring the description below, Meveatse Offictss arv responalbls for the procesitng of
mmcmmmummwmm.m.m
sterest, wad/or ndminfvinative fles dis by the Beensee,

Byllnandwflhs"uwull.m:meomumbeabhmmdahqmﬂmlna
eacnments and taX retims, prepate 1° and 2 inscance Jowors, deposk funds, sud thear
bount stops, with gsneral asslstance.

0%

44

+ Adwolalstnitive und Show Cause Hourings

mmllccﬁmmdm!hmlpmcmrmdd nt eccoums are 10 hs followed using the
peatublishod guidsline aml procedieres. &mg:m Qfficar. Desk Procedures for specifie

During the probationary periad, staady progression must be noted,

‘I mmofms"m.mnnmeommummnmumw
alhnuﬂﬂclm.Mmhwan\ipummumimmw“bm

By Gt enl of the 7 munth, Gw Revenue Officer must be shie o fle a proof of elaim, mfer
an nocit ko OS), and esshet with Adminfstretive and Show Couse Hearings, with genars!

0.0

0%

2
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Empldyee A'pproisol & Davelopment Report - Page 3

{Employee Name: _ (Lost) O'Keefe [ (irst) Cara [ (inttial) L
Soclal Secuiity #: - 5
14. Job EHemonts (Fransfer from Employee Work Performuunce Stundards fomyf  [A) {B} Voo
nd provide e ‘tumericsl ruling of 1 = DMS; 2 = MS; or 3 = ES for cach joiy Rualing | Weighted gh
qgsum‘i,n column (A). e Value Rating

ths end of the 11° month, the Revenue OLicos unisl bo ubl (o porform all dspectt 0f
pollection and referra processing with genceal assistance.

Fur fub elements #1 & 3: Any uncorrected crrors thet carry over to the reparts used (o

the monthly utet, are deemed an ervor against the Revenue Officer respanslbie
or (B¢ trnmucilon.

ob Element #3: Statistical Reports and Corvesponding las 2.0 0% 2
Rovenue Olficors are requircd W propare, rovicw, verify, and evahute all siatiatical
Bocumeans for accurecy emd complelcnens,

srazition s gafrod by oxiructing data from a varisty of sources, guch as parados daa
.MMrMMhbgmm.wmmdzauwlww.

Reontds used ¢ prepare ataristical reports st suppon the fiedings submitied, Suppurting
siocuments mast be attached 0 report,

Any uncomuciud crvoms that carry over o the veports usad 10 prepare the monthly siata, sr¢
revnusd ms ormor againnt the Revenne Officer vesponsible for the transaction.

Un{uuoﬂmhnmnd,wuc&lymhdmnmhbylomOmmmMny. Munthly

?l;"_lul:dbrnaau on tha second basiness day afier the close of the momth, untess
therwise adv, A

ob Bement #4; Training 2.0 5% K

As dlrected by (ho Rovomm Supervivur, onsur: bisweckly goals exsabfished for tralnlng meet
v reguiromnonts of (e WS,

B. Whon upplicable, enswrs review periods with the Revenue Supervisor ar huld vm a bie
wockly basts th decermine effestivensss of mining. 1G: 1f spectsl trainiug s bowt hold or is

g requcsted during the .
A mmnhhmanmpmmmmnmmmwmmu
pdditions] inuining is novcasary, ‘

D. inﬁhhhhumﬂmmnmmﬁmnmquemﬂ.

chma&lpwisatwﬂlmwimtumlmratlmompe:mm.uw%u;h
ﬂuuuinmgofmymwormﬂuﬁonaryembyeuaMemmlhamvhimﬂsmhm
st ensupe Walning coincides with WPS roquiremicnts when

elines for completing spoelfic assiguments wre nolsd in the WPS. The new employen .
puid dhammuppﬁﬂﬂcuﬂlﬁd;slhuislmh;mcmmpvﬂng tralning with their

A, Speoial prujects s ussignod by the Ruvosue Supsrvisor,
B.  Amsisl olbor seotions of G Motor Corrier Diviston ag requesicd,

5y Prepamiion and submiasion of DARS, tineshests, phone logs, lstlor reviews, sod
ol roulle Admhvistrative ks swignad, '

°Emwumditluurmmmmmmdmnm6kmﬁmm unill afr
boing st (o tha earvicr.

1y onEULapperation: Demonsimates ablilty to accopt work
1 khange b matine or other process. Demuasirates shifity
Coo authority, instruction and constructive riticiam, Msintmin hamtonious work
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Emplcfyee A'ppraisal & Development Report - Page 4

Employee Name: _(Last) _O'Keefe _ [ (First) Cora__ {{intial) L
Soclal Security #: o o 5 &
14, Job Hemants (Transfer from fmpl Work Performance "

provide a mmg'ieul rating of 1 = m; 2= MS; or 3 = kS for ench j Raiing Wslglhled nggh!'lled
ulemial in colomn (A). alue aling

ionship aikd sclf-voutrol and i8 not voduly influceced by co-workers opinious of aitinides.

Demonsirates sbility to consider nll facts teading 10 a logical conchusion, Loes not make resh
oclshnm losding to segative Comequences,

Demonstrates wiliingness to e on added responslbillty and orlglnstes or dovelops niew and
ber ways of dolng thlngs,

Faithfuineas In coming to wark an~tius and confbrming to establishod anendance galdsiincs.
ilﬁl-ﬁummlbnmh to i Supervisor st least 15 minutes prior tn the stant of your scheduled

Job Bemen! #7: Work Fiace R WA R

veroRaling (Scale: 110 1.50 = DMS; 1,51 1o 2.50 = M5; 2.5 1o 3 = B3}
A “does no1 teet sandards " rening moy affect odjusments based an movst (AC 284.15¢) and 2.28 100% 244

A ~d went xtambarele® «h imdwlc o deniled explanaiion of the defictencles.}
fo have e o Mmﬁfnmm i),:gs znwums. i Iql{u ﬁmm months,
Vaverage of 58 per month. While this monts tho numbor yquare

itimately reducing your averall ivity lovel, In addition, you have
completed during the \ Again, muke suve the proper stops uml

teing the review period, you also completed 40 renowals or an average of 28.98%. You are ulsy ut or above standand in this
rea,

Job Rlement ¢ - Collootion/Referral of Delinquent Accounts is not ratod atthis timo, Weighted fuctor hos been uddud to job
‘ {dement #1, where training 1o this point huy buen focuse,

yloh Rlement oy - Cara, you have carmod Mocts Standard fn Statistical Reports and Correspo Logs. Bake surv you turn
in your weokly reconeifistion of the check log timely and onsurc all errars have been torrocted prior to subwmission,

Job Element 4 - Curs, yoy buve earned Meets Standurd In"Iraining. Make sure you work with your traines to ensure all bi-

Ky tralning forms sre properly filled aut and tisned In, ‘This snuldes me io frack yaur progreas and note yntr confidence
i uu{nfﬂmtasluwumbcingminedin.

ol Elenitt 5 - Corw, yon have: esrned Meets Standard in Other Dutics. Dutin your.irst 1hree months yoit have not heen
mmuhouhido of your normal courso of dutics, but you have been vnrye%omﬁwand willing to assist wherever
» Make surc you complcte your DARS on adaily basis and suhmit your timeshect secorately and timely,

Mob Rlement #6 - Cara, you have eurned Exveeds Stundard in the related fuctors. You huve demonstrated high level of

ennperation nnd hava shown grear Inlriatlve by tuking vp addidunal responuibilities und ussisying wherever neoded. Yomr

1dgment issonnd. Your attendance Is also honora and within the requiraments of our sttendance P & P. You hawve also
buntoorod to assist tho Activitios Committne. Thankyou.

- o=y
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‘ ' .

Employee l;ppralsal & Development Report - Page 5

'Employee Name: _ (Last) O'Keofe T (First) Cara [ {initial) L
Soclal Securify #:
14. Job Bemants (Tranafer from Employer Work Purfurmance Standards fo {A) {B) <)
provide a numerical rating of | = w"*‘é; 2= MS; ar 3 = ES for cach j'eﬁ Rating | Weighted | Weightad
ement in colutnn (A), Value Rating

16, Development Plan & Su MSS (The supervisor addrexses w the empluyee con euhance perfomonce and achicve wdﬁfds.

ndicates recommendutiun fur furthev dewcloprcnt and lenluing. This swefion should be dizcussed with the emplo,

nesledd, You look 4 very stressful pariod oftime ond handled it beautifutly,

jin tht past threo months, you have continaed to exeel in your knowledge of Revenus processes. You think through the
wituation coming to a conclusion, Even when yon havs not ud the dighl anawer, you acoept the eorvection and learn

with your role as an RO,

ave adapted very well. Continue 10 work on these secounts, 1 would also like you tobﬁh“wwlxiu on someof the vides

the accounty nccurately up this actunlly suves lung run,

ara, L anticipate your ratings will continne th Ineresnc once you begin perfurming the job elements Indepandenily. Thank
1 for your mkandidimﬁm to yourjob as a Rovenue omm?e

yes)
4, from the day you stacted hore, you have had a can-do attitnde. Motor Carrior was in the peak of rencwal scason and yon
hud no idea howto’;umvisshwy::rpw asgist the cnstomers, ele., yot you continually voluntecred to assist whevo

Additionally, you bava volanteered to ropresant Motor Carvier un the Activitbes Committee. You understand the responsihility
to your primary job as a Revenue Officcr and are carcful to balanes your Involvement with the committoe tn prevesit confifet
‘ou are already handling secounts with u higher level of difficulty, and while you still need some diroction and assistance, m

cobt accounts, These require somo significant reswsrch, bb § am cunfident you can handle i, 1 anbieipale you will amtinne o
oxee] and 1 lmkm:dbwohingwupnm{n in, make stre you Iaka the fime to thmonghly rescarch and complote

Diotriiwstion: Original 10 Department of Personnel Copy to Agency; Copy lo Employee; Copy to Supervisor

NFD-43 Rev,

AA000079
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St Cmbang

665 Wiight
Carson Cy, Nevida 88711
* (175) 6844612

| have viewed the videotaps entitied "Avolding Sexual Harassment, Beyond a
Shadow of a Doubt, ° and read the enclosed Office of the Governor, Policy
agalnst Sexual Harassment , Discriminstion and DMV policy 3.94.1 and have
reviewed the presentation of Preventing Sexual Harassment in the Workplace,
By my signature below, | indicate that | fully understand the DMV Sexual
Harassment policy,

ahng Emphye printed Date

instructor’s signature J 41%&101
cc: DMV Personnei Flie REGEIVED

pervisors Flie FEB 0 6 2007

Wy DEPT. OF

PERSONNEL RECORDS

4717
10
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mm’-mm?,qnn e

ortime 797 /16

! 1971
3

3 Addross]

ste} NV |
sl cuml CcC
C

. :‘“i“
. 'ill foa
' i : "
Entered Rocords Enterad”™ |
I /
TR ~
] 15

o i [ s 0

I'@Ya Oﬂul |

]

lﬁ ABOR (Empioyds Addruas| ‘i nwnnhm wit NAC 2847182, do you wish ta fist your homo eddress as conkdential?
ERtactive O o 1219 1 8l Mabing:
0";Iurns MYLES WAY {sss WRIGHT WAY |

oW|{CARSON CITY
- Z78(89711

* TGloto NVH
.C
I,

i,

[

‘Ev signeto cortifies that | fove Yaad and mg FoS bt
<riitiestion of ) g W'ﬂnl.l aata sioted

" " 'Eﬁfos
L i ‘ PﬁRSONNEL REGORDS
.USR4 t(,dmewTy tnlor gmmom Fi-?ﬁ's-‘ﬁ
1. Nomg Bt \ iy Pt 2. hemy 10N M
aren) YIS DAMNES Advhexd et

hanyficlory \nformation printed on the Back'of this form,

- R Y1
Datg \a: :' M ’!!Q

P

lerainte m«'w complara end In azcordance with State iy
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G

Wednesday, Novomber 29, 2006 RECEIVED
NRY £ 8 2006
pepmaTH iy of s TR
Please let serve s my rsignation. It is with decp ropret that my last day will

be Docem ™ as 1 have loave on tho 7 and 8. 1 have boon offorcd, and have
#ccepled, 8 Revenue Officer I position with the DMV, This office has been wonderful

to work for and § personally would 1ike to thank you for the opportunity to work for you,
You have been a groeat bogst

Sincerely,

(o. §

Ceara .. O’Keefe

-2%-06 1004 Ap }7\’( M
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TOKERFE
rmsm; Records bate Rec'd.
] TRIN (TG A Active Permaneut
Peronnal Action Reaton | Emyp Statws Remnasbin
PRMZ 05 A TRIN IN AND PROM UNRANKED
Personnal Action | Reason | Emp Stahs {LAST
[P Tolle Oetven Pay of Pay
Agency | Home Org. g*ﬁ 8 jxruvime [@v« _] Step |Rinesldy
1 |eny No Owo 3 o
la - l Onn CCa3s 180 ||
= ﬁ ‘
Probation/Triad Stert |  Prebation/Trial End Puy Progreasion Stat Dbate Leovs Progression Stert _|LstH
: 12/18/2096 32/212007 12/45/3066} 171772606} /1712006 TS
d m Aftrinytag - g

Payrol Nusber TitleY U/ §f Sab-Tivle [Py Ciase — Tile Dascription
i CNIL o233 0 | EsoH Immus OFFICER 1
?Ij Tes AP Ind [Ameunt Jlnmn] |égfactive Dota {Gxplration Date

|

oy Wm [A/P nd |Awount _ IPercent] 'l?mpm |Expinetion Date
{Poy Typs AP Ind |Asmsunt !5;‘.«1—‘|-mmm limm

Tipe  JA/P Ind JAmount Ipmuw] Effecti Date Ifﬁwmbm

| ]

PIEATY xt ATENATIRD Radrad S0 ol ety axvess widRY

10 pay o badance par NAC 284,284,

< employee's overtime labllity, If no, cutgoing cgency is

.ﬁeﬁ@w
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. . OMB No. 16150047 Bapicea GM3 L0

(6

Fiases reed netreciians carsfully bofora corplelivg il o, Thi JostucBons rst ba Svallabll Guring completion
:'fe l!'a?: 3&“{; meGRtWNAnT!I’ON NOTICE: R I:ﬂlsual 1o discrimingte agalnat work eligibla Individuats. Employers
CANNOT specify which dacumont{s) they will accapt from an smployee. The refusal to hive an individual because of

a future explrmaiion dsts may iso constitute llloga! discrimination.
~ie e A
" Saction 1. Employes Information and Verification, To ko complotnd and signod by amployoo et the time employment begins,

- o R RS ~

Chos T
R Tohe e
Pocsay Caty oY oo W

| am swere that fodarel lew providas for )attosk, undor bunalty of porhury, that) am {chock eno of tha foiowingl
impsisonmant andfor fine for fales etetomants or A cltizan 0t aotional of 0he Unitod Biotes
L83 of fsice dacumsnts in connaction with the A Lavihd Poransnl Ragkien? (ASon £) A N
completicn of this form, [ An oftes euthortzed towordcuntd __J__ L

‘~ ~ (Allen & or Adinizalon ) :

Wm[ "..‘}g_ A

[Faal) [ 15 | W o

Preparer bdlor Trandiathy Cortlicabion, (7 bo compieiod snd slgnad § Socton 1 preparsd by & pasen
athor fhan the employes.) | Jedbt, Gsdes of potfury. that ! have aasiciad & tho complotion of this arm end that o the
dehmmgm&mm have

Signstwe [ Print Noms
Adtiress (Stronl Mame and Akanber, Ghy, Stots, T Cods) Deta (nonthidiylyoos)

O A RETEy
Sontion 3. Employer Rovies and Verification. Te be comploted und ont doctment from Lt A OR

sigred by eroployr. Examins
ammmmmamuemmmm Liotk 6, oa Hotad on the rovevoo of mebfﬂﬁnmm

¥ eny, of

List A OR Lot B
Document tiga: nellﬂc‘a Y
Expirstion Oute et )/ — i 2 SAQID —_—
Dogument i '
Explretion Qate om)__f__ 7 i
eamm-lmnmurmwammy.mmmmmmmmqmw by the abovo-namen
empioyes, thot the above-lintad decument(e) eppes to be and to rolats to the employeo Reme, that the

Liagan amploynont om imontty and that do the best of my lnovdedge the emplayes
:nmum-kmmum“m mmwmmmwﬂw&h the ampioyoe bagen

n &4
1all-b
8. Dats of mhire (Montideyijoas) (I appioabla)
0.nstmmmamkaMw.mhmmhmmM-ﬂmmwmunphynwm
Dosumsnt THe.______ Documenit; _______  Expleation Doto flany) S/
) eitaet, under panatty of pasjury, that to the bost of my Io elipitie to woste in the Unitad Siatvo, snd I the
employes prosentad docymentie), the doswrrent(s) ) hav zppoar to bo genulng ond to ratate to the Indlvidusl,
Are of B r or Authorized Ragrasentative J '
Funn 149 (Rov, 033 1R5)¥ Foge 2
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HARASSMENT MDBMHON POLICY ACKNOWLEDGEME VT |

DRFT/DIV/AGENCY/ORGY. _ﬂg A

(¥ 1 have read and understand the Governor’s Policy Againsi Sevual Harassment and

AW PDOCSFRNNAD NI Ads 31005

¥14r2003
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ACKNOWLEDGMENT

L _(ooe L, Oheeve

hereby certify that I have received a

copy of the State's policy regarding the maintenance of a alcohol/drug free wotkplace
and I acknowiedge this policy as a condition of employment with the State of Nevada.

glo g
Departanent Diviston
Coen L Ohgere oluione
Nume (Pring Date
m’% (Regaired {f eeypioyee refisses 1o sign) Title of Witness

Acknowledging the employes rocsived the alcohul/drug-

free Wotkplace polioy and employeo rufuses o slgn,

58
/98

N:\WPDOCK FRMVTS fransh 1$-38-Aloc-DrugSums, dog
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dam. Completp ol sadindwetn  Two Coonesnfuy i you heve o wesdrg
Fﬂm w"4 (me) m.mmmmhm Mummm hh:nmubw
Nurposs. Conglals Form W 8o _“ dicpisaneen, ; o
bos b B o ot S e o et B, S o0
X VU iy WO to taSgure your séhhoiding :"J&?m;ﬁ:’b%ﬁ Highwad prying lob e 2010 E&temess aro Kotmesd
80 & prvasidont

|
:
|

%

A Enter *1° for ol I no tro SN0 CRN UM YU BB BAODINGIM . » .+ . o o .+« x4 b s e x4 s
© Yau aro single and have only one job; or
B Enter °9°M { o You uo mantad, have anly ong Job, end your spouse does net warlg o
b Your vagea from ¢ setond fob or your epayse’s wages for the total of both) ere $1,000 or fasa,
G Entor *3° for your apouma. But, you may choos to enter 20+ § you ane mirisd and hive dither o workng spouss or
mais then one job. Entering “=0-° may help you avold having oo Rittetmrwtthheld) + + ¢ o v 4 - 4 . 07,
D Enter number of degemsonts (othor than our apoise or yowss!) you wil clgim onyourtaxretan . . o . .
f_ Enter *1°  you wil fil 6 heed of housshobd on yous tax rebum {sea condiions tndar Head of hoismshold ebowy)
e

o

nEge

Enter 1™ if you hive o lanst $1,500 of chitd or dependent ear empanesn for which you pien to clim o credit .
(RcRe. Do sint Inciudo child support payments, Beo Pasb, B08, Chit and Depsadent Oue Expenges, for tisiolin )
TiS8 Tax Cradit frohafing eddliisnat ahild t credite
o Hyour tatel Incoma wi) bo taay tumn $58,000 (352,000 I wavted), onter “2° for aach eigible anid.
© ¥ yoir totd incoms wil bo batwaan 556,000 ard $84,000 (852,000 and $198,600 ¥ manied), antor *1° for esch oSgilio
PR °9° exbditionad 7 you g four o more eligibls chiiden. s
"ghkwarww&nmmmhmmmmummmmmmmna P TR
xRy, f @ rwmnmmﬂmwwmwwdbm withhiolrg, see the Deduciions
oz { of beomars e & propoflaa M: eombieed comien
o o d ano fab oy memanied eng you exd ePuvay ong the fomag
it eppRy. mmmnmmhm&::mﬁwﬂmummmmuw
(1] 2y of the BRustions agpilst, Gty hare eAd 1 o numher fom B 5 Honbne 5 ef Fom Y .

Stectarsgluasenrapsacanse wawmwb”’,w‘wmmmhw M, P Tevesccaunsar ) Sauas sgene

] Employae’s Withholding Aliowance Certiflcate oo et 004
& hathor onSfad sumber of alisenerey o exegiion
st | % S oyt e e b o o i s g | 2006
warmm':nmnmm [.8 Veur ontlel zemetts wm-a =

4 Nyour 155t pame Sifure froe that Shoem on your vocks
()] 276, oo bare. Veu wunt 648 10800-778-0215 loro ow vid. & [

&  Tota) mmber of alowances you era clalming fram tne i shovs or irom tho eppicabls workeitast on pegs 2) i
€  Addlioral smaunt, ¥ eny, you vard withheld fromeschpayhe® . o . . o . o o « o . o - LB :
7 foisim exemption from witholding for 2008, v | cariy that | mest both of the folowing conditions for esemption.
9 Last yoar | had » iight 1o & refund of el federad income tax withheld because | had no tox abiily endg
© Thia year { expunt 8 rofund of all fétarel innome tax withhetd beosusa | oxpoect to heva RO tax Gobifty.

nimberang shea) of url routc) - —_ —_
e PSR Rer L
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~
DEPARTMENT: & >AGENCY/HOME ORG;_/ 3
DW:&ON:WW R .

sk % 6 200
SECTION: st »

REQUEST FOR VARIABLE WORKDAY SCHEDULE

NRS 284,180, subsection 6, states; *Por employees who choose and are approved for a
variable workday, overtime will be considered only after working 40 hours in one week.,

L C’E&Q- OV\EE\'—E , hereby choose and request approval for
(Print Nama)

a variable workday schedule. Yunderstand that by doing 50, § 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,

Lﬁxrtber understand that this agreement may be rescinded by either party giving 30 working
ys notice.

Entered into this \‘*A&A day of CEX‘DM“*)U" in the year W

g X Cedd Al cLe

Exployees's Sighative) | Internal D Date

Approved by: £ ' ?/Z 9/0' ¢
Supervisors Signature Dae /
Approved byA NG 11 O Y 0g pong Q- Ol
Appointing Ahchority's Signatied Date

Note:  An employee approved for a variable workday schedule must have the appropriate variable work
eycle
cods entered into the ADVANTAGE-HR IFS system. Complets the work cycls code on the ESMT-A

under agency specific data. Submit the -A al ith the ! '
P ot 2 . ESMT-A along wi original signed copy of this document 10

Distribution;  Original, Stare Persomel Reconds
Employ

u .
ApracwoeniDivilen, 28 1Y z_zf:-‘.'s‘?naz
| SRR N !:‘-10 %

B
e d s

AA000091
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. . .y
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State of Nevada oo .
Department of Administration 206 SeP 22 ARl 32
Administrative Services Division

Adjustments to Variable Schedule Policy
Effective 8-24-05

The following policy to be followed in approving adjustients to employees working on a
variablc schedule:

1. A regular schedule is u work shift Monday through Friday from 8am to 12am and
1pm to Spm.

2. A variable schedule is 8 work shift other than Monday through Friday from 8am
to 12am und |pm to Spm,

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

4. Each ecmployee ma} seleet a sot variable schedule that begins no earlicr than 7am
and ends no later than 5:30 pm with at least a half hour hunch, The Administrator
must approve permanent changes to & set variable work schedule in advance.

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

6. A varisble schedulc must be the same euch day, Monday through Friday.

7. Prior approval by the Administrator, Administrative Services Officer 1L, or the
Budget Analyst T1l is requircd to adjust tho variable schedulc to allow for
appointments, etc. Adjustments to a variable schedule will be the exceplion and
not aroutine. Account Techniclan's initial off must be in ucvordance with this
policy, Final prior approval is not granted until signed by Administrator,
Administrative Services Officer IF, ar the Budget Analyst 113

8. Flextime will be approved under the following conditions:

2. Nomore than I event per week, un employce may tlex ono event up to 15
minutces, made up during the same day (i.e. coming in late, late tunch,
leaving early, ctc))

b, An employce may flex medical appointinents as olien as nceded. Time
must be mude up during the sume week, and no Individual event inay
cxceed 4 hours, Medical documentation may be requested. A
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¢. An employee may flex personal time one cvont per timesheet. Time must
be made up during the same week, and no individual event may exceed 4

hours, Consistently requesting cvery other Friday off will not be
approved.

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

10. In the cvent of an unforoseen situation und the employee desircs to work an
adjusted shift, approval must be requested immediately upon knowledge.
Approval of unforeseen events will be handled on a case-by-case basis,

1. Employees who do not huve sufficicnt annual will not be allowed to adjust a shift

byimorc than 2 hours to cover a requested leave unless an cmergenoy situation
cXists, -

(g Sl
mpioyee Sl re avd Date

o€ WY 224359
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ACKNOWLEDGMENT

L__(epn OVaxe hereby certify that [ 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.

Aomug sreanos oMy, Demnees
Departanmt Divislon

QOrea U Cveme, Sui\ote
Name (Prix) Date

m‘ﬁ@?mmv@%mb% Tiis of Whimess
fivo wovkplecs policy end employee rofuses tosign,

T8-58
718

NAWPDOCS\PRANTSvua\ TS 58-Alun DrugStrmt.dos
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DEPARTMENT OF ADMINISTRATION
USE OF STATE PROPERTY
ACKNOWLEDGMENT

m.ﬂmhg\%\%@___ herchy cortity that § have ressived 5 copy of the
mmmamtuﬁw'apoﬂq regarding the ase of state properly wed 1
ackmowledge this policy as » condition ofeml:iymmwﬂhﬁomtanfl\levadn,
Department of Adminktyration,

N
Beriat Berartty Nombar) W

THIY PROCFDURE SUPERSEDES ALL PRIOR WRST SEN PROCEDURES ON THIS SPELTFIC 8UBIECT
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Yo =7

SEXUAL HARASSMENT AND DISCRIMINATION POLICY ACKNOWLEDGEMENT

eovesnamE__ (pon  Owetrte

SOCIAL SECURITY &

DEPT/DIV/AGENCY/ORGY. ATaina0

[ 1 have reed and understand the Governor's Policy Against Sexual Harassment and
Discriminasion.
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..~ A
7}, -
Agency Use Only R E c E ﬂv E D Persoanel Use Only
‘ JUL 2 b 2005
- NV DEPT. OF
PERSONNEL RECORDS
DEPARTMENT OF PERSONNEL
EMPLOYEE APPRAISAL & DEVELOPMENT REPORT
1. Employee Mame: Last ('Keefe Flrst Cara Anltial,
. Class Title: Accounting Assistant Il 3. Soctal Securlty #
14- Dept/DiviSection:  Tuxatiun / Admin Services / Accounting 15, Date Evaluation Dus: 04/{7/06
k. Agency # 130; Home Osg # 14 digs): Posltion Control #; 311 [T, Date Next Evaluation Due! ‘?/ 17 ’ ob
8. (check one): Parmanent (chock one):
6 month Probation/Triot: ] 2° momth [T] 5 month ] Other -
12 month Prabation/Trial: 3 month ] 7* month [] 11® month "] Other Annual (7] Other

» Work Performance Standards:  [] are an accurate reflcction of the pos'u‘xonwwill be revised 1 reflect changey

10. Overall Rating from Page 2, Number 14 (check onc);
(] Does Not Meet Standards B Meets Standards {T1Excecds Standards

1f o rating of "Doxs Nut Mect Standards™ is given, another evatuation must he camplcted within 90 days. ‘The rating may affect
adjustments in salary bescd an merit (N .194) and longevity pay (NAC 284.270).

‘Rater's Signature & Titld _;/' JI( Date: 4//3“7/ (475 (mm/dd/yy)
11. Employss Comments: (NA 284 470 requires dat you complm this section and sign the report on performance within 10
working days afier djscnssion with your sipérvisht. If you disagree with the report and request a review, you must specify the points aj[

Llisugreement.) Agres Disagree {1 Request Review

Date; d‘ 9"\ &0 (um/dd/yy)

(mun/dd/vv)

Appointing Authority Slg_gtura 'rme}\ ‘-ywu.,muu RFEOTI Date: 1 la e (,2  (muviddlyy) |

Distribution: Qriginal to Nevada Department of Personnel; Copy to Agency; Copy do Employee  NPD-15  Rev, 7/03

A\%ﬁ“
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.
o e

Employee Appraisal & Development Report - . Page 2

Employee Name: O'Keefe, Cara il
Social Security #:

3 8) {C)
14. Job Elements (Transfer from Employee Work Performance Standards fm-m[ (A)
and provide a numerical rating of 1 = DMS; 2 = MS; or 3 = ES for euch joby - Raling wsa“,‘: d w;g:::;d
lement in column (A).
Eloment #1: Mall .
all Is recelved and processed in Aces and TAS In a timely manner with

reasonable accuracy and efficlancy to ensure monthly and quarterly roll deadlines 20
are mel.

ob Element 42: Posting )
ax retums and A/R payments received in the mali and lockbox are posted fo Aces 20
and TAS with accuracy and efficiency. Ensure posting requiraments of two hours
r day are met on a dally basis.
Element #3: Workpiace Safaty
Employes maintains knowlsdge of the Departmental Safely and Health Program 20
policy and updates as they oocur, Adheres to all workplace safety policies and
ocedures and reports all safely hazards Immediately 1o the supervisor,
Element #4: Courteous treatment of pubfic and co-workers.
Employee must maintain professional and cooporalive Interaction with the pubiic
and coworkers a all times, Employee advises assigned Supervisor of any 20
unresolved matters involving co-workers and ensures tha any issues invoiving
discourteous freaimoent with publio are brought to the attention of the supervisor
Immediately.
b Element ¢5: Esprit De Corps
Employee exhiblts common spirit of comradeship, enthusiasm and devotion lo
orking together as a team. Employee opsnly communicates with Supervisors 20
and Adminisirators regarding job dissatisfaction or other lssues thal arise. .
mployee participates in group discussions, slaff meslings, efc., presenting ideas
and thaughts regarding business processes.
Element #6: Other duties as assigned
Employee receives perlodic spaoial asslgnments from suparvisors of
administralors and seeks clarification as neaded on informalion needed to 20

mplete assigned task, Completes assigned task within established limeframes
and with desired results,

Overali Rating (Scale: 1 to 1.50 = DMS; 1,51 10 2.60 = MS; 2.51 to $ = ES)

(A “does nos mees standards® raling may affect adjusiments based on merit (NAC 284.19¢) and
olgevity pay (NAC 284.270). Another evaluation must he completed within 90 days (NRS 284.340).
15, Rater's Comments:

Work performance standards do not currently exist but are being developed and will be provided as quickly as possible. This

valualion is being based on primary assignments which are understood by the employee and carried out accarding to
general office procedures.

Cara s iewed & a valued member of the accounting team. She is abie o meet required timelrames in the perfommance of
har duties with little or no assistancs. Cara Is very punctual and displays a good attitude,

| am suggesting Cara review P&P 100.109 as a reminder that the intemet and email are not for parsonal use during wotk
hours.

16. Development Planh & Suggestions:

(Gara is encouraged to seek and participale In state sponsored lraining in areas of interest as well as to further enhance job
ormance. You ara also encouraged to seek promotional opportunities within the Department or State govemment,

Distribution; Original to Nevada Departent of Personmel; Copy to Agency; Copy to Employee  NPD-15 Rev, 703
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ACKNOWLEDGMENT

) 1{e NI \@ hexebycuﬁfyﬂmlhmmdveda
mdm%:mmmmﬁaaw&ugﬁu
mmmmxmmmmmmofwmmm -
of Nevada.,

Witness' Signature mepird ¢ mpiopos refiom waigry  Title of Wikmess
Acknowledgling the kuleugul the sirchol/Orng
froe workplace policy and emplayee refitges to sign.,

T2-88
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~ SEXUAL HARASSMENT AND DISCRIMINATION POLICY ACKNOWLEDGEMENT
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Statemment Concerning Your Employment iy 2 Job;‘
Not Covered by Social Security
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A SUPERVISOR=S GUIDE

TO

PROHIBITIONS AND PENALTIES

STATE OF NEVADA
DEPARTMENT OF MOTOR VEHICLES

Personne! Commission Mesting
June 27, 2003

AA000113

258




Table of Contents

Introduction ,.............. i 2
It=s Your Job as a Supervisor 3
What is Discipline? . 4
How to Develop Proper Behavior weserererren
Proper Discipline is Best for All 6
When Other Methods Fail 7
Suggested Guide on Corrective Disciplinary Aetions - 8
Oral Warning/Verbal Counseling 8
Written Reprimand.... 9
Suspension..emens 10
Demotion. . e 10
Dismissal ............... 10
When it is Necessary to Dismiss an Employee |
The Dismissal Meeting.... 11
Where to Hold the Dismissal Meeting ..... 11
Conducting the Meeting ; - 12
Dealing with Arguments, Threats and Emotional Reactions ....uu.eeeeene. e 12
Rejecting Probationary Employees ....... A3
Pay and Benefits................. . . wanrearesss 13
Public Employees Retirement System (PERS) .. 14
Training Required for Supervisors of Classified Employces wor 18

259

AAQ00114




INTRODUCTION

Authority for setting behaviar and performance standards is derived from Nevada
Revised Statute, Chapter 284 and the ADisciplinary Procedures, Adjustment of
Grievances and Prohibitions and Offensesg sectionis 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. 1t cannot include all of the various infractions and
violations that could conceivably develop. It is, however, comprehensive ehough 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
Administratione.
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IT=8 YOUR JOB AS A SUPERVISOR

One of your major contributions to the DMV 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 DMV=s programs

depends largely on how well you B and other supervisors B measure up to this
responsibility.

Each employee represents a substantial investmeni 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:;

The policies and regulations that govern their work.

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

The duties and responsibiiities of their position.

X

X

X

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.

>

What is considered proper conduct on the job.

X What disciplinary action will oceur for violations of regulations or misconduct.

AA000116
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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 behavior. 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 traininge. 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 fequire Acorrective
actiong, 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 malntain 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 hisfher employment with the DMV through the
orlentation 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 corre ctive disciplinary actlons 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 environmeqt involves
not only physical conditions, but also personal and other intangible reiationships.
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 1o 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 fairmess 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 1S 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
undemnine 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 inefficlent 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, falr, 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 alsa raise the prestige of all DMV employees by
demanstrating 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 foliowing 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 unfa_|r it
will seem to the employee and co-workers. Be sure you get the employeq=s perspectwe
and objectively assess discrepancies before taking any action. Avoid the impression you
have made up your mind prior to hearing the employee.

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

$ Conslder the serlousness 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 disciplina?y 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 s a large complex organization, it is impossible to develop
any Amagic formulae 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 falfs 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 Warning/Verbal 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 fo 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 oh improvements. If the emp}oyee
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 knawledge 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 oceur

$ 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 himther. 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 histher 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 be, (1) provided notice in writing of the
allegations against him before he is questioned regarding the allegations, and (2) afforded
the right to hayc a lawyer or other representative of his choosing present with him at any

time that he is questioned regarding those allegations, The employee must be given not less

than 2 business days to obtain such representafion, 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 Personne! 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 actlon. 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 musf be followed (NAC 284.656.) Employess so affected
will have a right fo 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 Periode to thelr previous position.
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WHEN IT IS NECESSARY TO DISMISS AN EMPLOYEE
(The following is provided as general information only.)

The ADismissal Meetinge

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 Meetinge

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 poteptnal .
embarrassment or humiliation, and to increase the chance that the employgae 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 mformed 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 fo tears to dead calm. Loss of a job
comes as a severe shock, even when the employee expected and had ample wa_ming
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 wil]
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 recaver. The supervisor should show concem, 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 carryirig 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.e Of course if
threats include violence or other illegal acts, supervisois 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 wh_ich s/he has been prompted
during the ATrial Periode 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 Personne! Bureau prior to any action.

Pay and Benefits

Inform the employee to call his/her benefits office to arrange for continued in§urance
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 Nevadawhen 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.

n
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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 entitied to recelve is 50 percent of weekly eamings up fo 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/fher 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 &nd conditions
associated with state employment. These requirements are mandated by the Nevada Administrative Code
(NAC) 284.498 and, in the case of sexual harassment training, by the Director of DMV. The required
training includes:

Sexual Harassment Training

Drug-Free Workpiace Training

Six hour of training in the subject of Equal Employment Opportunity

Five days of tralning in subjects related to supervisory functions, *

$ Coaching for Supervisors

$ Essentials of Management

$ Work Performance Standards

$ Supervisor=s Safety Training

$ Leadership for Supervisors

$ Training conceming the preparation of a report on performance (Form NPD-15)

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 ptmpleted 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.

$ REmployee 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 entitied

AAlcohol and Drug Testing Program.: offered through the State of Nevada Department of Personnel
Training office.

Sexual Harassment Training
The DMV Director has mandated ASexual Harassmente training for all supervisors, managers and staff

employees. This training is offered at each DMV facllity or primary Branch through the Management
Services and Programs Tralning 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. '

Pleass riote: 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
Bruce !fir?tgres!ow
Diraotor

Phone; (775) 684488
Fax; (778) 684-4682
Bresfow @dmuiay.aoy
Date; Aprll 28, 2019
To All DMV Employeey .
8ubfedl: «Depariment Reoorda . :
Sl oerrmommtrermterrer N e e e Ml bt e’

1t has come 1o my attenlon that Deparimant racarde have besn accessed far non-business of pareonal reagons, |
want to remind each of you thal quaeylnu DMV recorda for a purposa othar than DMV buaineas la slriolly forbidden.
In addllion, youl may naf pracaas treneslions on your own records or regorda of famlly, iriends or aoqualntandes,

Pronibiiion and Panefly @ (1) slates, ‘The Uss, or manipulatlon of, produat Ion dafa ot infonmallen oulslds the 3000

of ana's Job regpensibiitiss, or lor non-businsse or personal rsasons, fe alrilly prohibiled and may be subjeot lo *
Xhe firex offaries oan rasult n tenpinatlon,

Pprosscutlon pnioer NRS 205,481,

In adelliofl, the Department Camputey Usago Poley latee, e [nformaion aonlabad in DMY Syatem feocrts 1
for uss only lor Da‘;aaﬂmomal bugh ang Is pm;rletany fnformallon, Infommellon irom the DM 9}"'9&" 'g"’:”hg
not ba vsed for eny /mrpm otherdtian lor ompleling authorized traneaolions for pustomers, All informa on

DMV 8ystarn l& ognitdentlal, covensd by the privacy Bol, and oanniol bi disiributed fo non-althorized persons.

The publlo entrusle tHi% Depariment to eneura halr pareonal nfomnetion, whather Ye information on thalr ditvera
Mcenfe, vahtvls veglnlrnllonpor We, B malntelned ing so0wra omvironment and uead ory for official pirposee, §
expecl eaah amployae In.thie Dapastment to honor and reapect that irust,

A .
The Depariment has laala ) iace to monijor all computer apploalion adivily to Inchuda Identllylng all raneactiona
uomp!ai':d by eaah lndlvldu&l.wWa will conlinue lo audit tranggwon acivlly. Appropriale diaelplinary acffon wil be
taken Il iolations of polioy casuy as thay eancem DMV reaorde,

Wa aro the kespers of persanaliaad aonfidanii4fhiommation of mosl Navada resfdents, Our pricrlty e t anaure the
protaatibn and esoullly of thfa infornation with which wa have hean snirusted.
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Brian Sandoval
Governor

To:

Troy L, Dillard
Diractor
556 Wright Way

Carson Clty, Nevada 89711-0900 Jrommeemnnr,

Telaphone (775) 6844368 EUTLOVER, \/l.)um;g
www.dmvnv.com SHE .Mhtp:
December 89,2013 mﬁgxsu@%&w

; AT .\, BT

Troy L. Dillard, Director %

Department of Motar Vehicles

FROM: Terri Carter, Administrator, Manageme 65 & Programs
Department of Motor Vehl

Subject: Pre-Disciplinary Hearing

Cara O'Keefe

On December 6, 2013, at 9:00 a.m., | held a pre-disciplinary hearing for Cara
O'Kesfe. In attendance at this meeting were Cara O'Kesefe and myself. The
reason for this hearing was the Specificlty of Charges lssued 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)

An appointing authority may dismiss an employee for any cause set forth in NAC
284.650 If;
(a) The agency with which the employes 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.

An appoainting authority may immediately dismiss an employee for the fallowing
causes, unless the conduct Is authorized pursuant to a rule or policy adopted by
the agency with which the empioyee Is employed:

(b) Unauthorlzed release or use of confldentlai information

NAC 284.646 Causes for disciplinary action, (NRS 284.065, 284.155,
284.383)

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

1. Activity which s 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, Inciusive.

6. Insubordination or willful dsobedience.

7. Misrepresentation of offidal capacity or authority.
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From the Nevada Department of Motor Vehicles Prohibitions and Penalties:

TYPES OF DISCIPLINARY ACTIONS

. ORAL WARNING: By the supervisor(s) responsible for the employse's activiiles. This

action may be either oral or written, or both. Oral warnings reduced to writing are
maintalned In the supervisor's flle, Oral Warnings are not forwarded fo the

employea’s Department personnel flle or to the State Department of Personnel,
Records Divislon,

. WRITTEN REPRIMAND: By the supervisor(s) responsible for the employee's

acflvites, 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 employee's flie and the Department of Psrsonnel, Records
Divislon, Written Reprimands must be on the standardized form NPD-62. if employee

refuses to slgn the form, state this fact on the form and obtaln the signature of a
wiltness,

. SUSPENSION: Without pay for a perlod of no more than 30 working days: Requlres

NPD-41 form — Spacificlty of Charges. If employee refuses to sign form, state this
fact on the form and obtaln the signature of a witness.

. DEMOTION: To a lower class: Requires NPD-41 form ~ Specifiolty of Charges. If

employee refuses to sign form, state this fact on the form gnd obtain the signature of
a witness, )
DISMISSAL from service: Requires NPD-41 form - Speclficlty of Charges, if

employee refuses to sign form, state this fact on the form and obtaln the signature of
a witness,

Department of Motor Vehicles Prohibitions & Penaities

1" Offence 2" Offence Addltlonal

B. Performance on the job Min, Max, | ¥iin, Max. | Min. Max,

23, Disregerd and/or dellberate faliure | 2 5 3 5 4 &
to comply with or enforce statewlde,
department or office regulations and
policles,

C.

absencs from the job

Negleot of, or Inexcusable

4, Conducting personal business 1 2 3 § 3 5
durlng warking hours,

G. Misuse of Information
Technology

1. The use, or manipulation.of 5 - - - - -
production data or Information
outside the scope of one's job
responsibliities, or for non-business
or personal reasons, Is strictly
prohibited and may be subject to
prosecution under NRS 206.481,

H. Other acts of misconduct or
incompatibllity

4. Unauthorlzed or Improper disclosure
of confldential information

-] -
oy o
NN
W] W

7. Acting In an officlal capacity without
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[(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.

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

I then opened the hearing for Ms. O'Kesefe 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 Exhiblt 1). Ms, O'Kesfe read her wrltten statement to me and noted
she had not recelved the notarized letter referenced In her statement duse to an
issue with her mall delivery. Ms. O'Keefe sald she expected to recelve the letter
and would provide It to elther Human Resources or myseif. On December 9,
2013, at approximately 3:00 p.m. Ms. O'Keefe provided a copy of an emall from

the family friend Indicating he gave her permission to access his records
(Employee Exhiblt 5).

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

ltem B23; Ms. O'Keefe stated she did not give Information that was not
authorized by the family friend. The family fiend provided her with his driver's
license number and that Is what she gave to the Sherlff's office. Ms. O'Keefe
stated she was trying to resolve an Issue with the frlend’s address because he
had not recelved any notifications from the department regarding his driver's
llcense status. She further stated she iooked at the male and female friends’
records to verlfy If an address change had been completed.

ltem C4: Ms. O'Keefe stated this was a DMV-related Issue and she accessed

the records during her break and lunch periods. Ms. O'Kesfe could not recall her
work hours,

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

Item H4: Ms, O'Keefe reported she did not glve any Information other than the
driver' license number which was provided by the family fiend. Ms. O'Keefe
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admits she gave his name and driver's license number to the Sherlff's office.
Cara stated she belleves the Sheriff's office did not retum her call because she

was calling on the frlend's behalf, so she provided him with the Information to
contact the Sheriff's office.

Item H7: Ms, O'Kesfe 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 detalls could have been dlearer if this had been done
more timely. Cara stated If this was a terminable offense It should have been
addressed sooner., | asked Cara what she would deem a sultable disciplinary
action and she responded no disclplinary action Is wamanted because she
viewed the Information with the family frlend's permission. '

Based on the documentation provided in the NPD-41, Ms. O'Keefe's written
statement and supporting documientation, and Information gathered during the
December 6, 2013, hearing, | 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 Vehidles Prohibitions and Penalties. This act was outside
the scope of her responsibilities and was done for personal reasons. The fact
that the famlly friend gave her permission does ot Justify Violating iaws and

policies. {n addition, misuse of information technology s a terminable offense for
a first time violation.
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In © years of serving with the State of Nevada | have been an exceptional employes. |
have never been called into a supervisor's office to be reprimanded, written up, or
recelved a complaint. With the exception of 2 "meets standards” svaluations, | have
recelved “exceeded standards’ on every evaluation. My last review showed that | alone
was responsible for 44% of our unit's letters. In fact, Director Roberts sent me a thank
you letter indicating that | was directly responsible for a 19% Increase in revenue.

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

On September, 16™, 2013 | was Informed that | was being Investigated for a computer

use violation that occurred on August 8 & 10, 2012 In which a supervisor was not

informed of untif December 28, 2012 ~ over 4 months after the fact. The investigation is
based on an Incident when | recelved a phone call at work from a family friend that
previously recelved 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 | worked at the DMV he knew he could trust me,
At no point did any transactions ever occur, or did | make any changes to any records in
the system. | did nothing for him that | would not do for any other customer; provide the
Information he needed to resolve his issue- with his permission and by his request. Pe
the attached notarized statement, he gave me permission fo look at his personal
records to retrieve information required to figure out how | could provide Information fo
assist him. In addition, | asked questions of other DMV personnel since | was not
proficient In this area. As an employes and representative of the DMV, | assisted him in
getting the Information he needed for the resolution he required. 1 felt as a DMV
employee it was my obligation to provide excellent customer servics to him.

Helping the publlc is what we ara called to do. In fact, as | walk through the lobby
downstairs, | am regularly stopped by customers asking all sorts of DMV related
questions. We get phone calls on a dally basis In our departments that do not beiong to
us. Gustomers 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 motor carrier issus, but | do not tell them *too bad, it's not.my
department’, | do not transfer them around and aggravate them further, | 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, | Can Help You With That." Employees all wear buttons with this statement
emblazoned on them. All | was providing was good customer servics to a customer who
trusted me and called me directly.

During my break time | did make 2 phone calls to the sherlff's office for this friend to find
out who he could speak to or what he nesded to do to get the process of a restricted
license golng. Just as | have occasionally answered my home phone “Motor Carrier this
is Cara", out of reflex | Introduced myself as "Cara with Motor Carrler” in my 1% phone
call to the sheriffs office; however | never implied or said | 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 sheriff's office (as they
were supposed to return my call with answers to questions, they did not. it requited me
to call back) | do not recall introducing myself as such, It was more than a year ago. |
have close personal friends in Nevada Highway Patrol, Balllifs in 2 different counties,
lawyers and officers of different levels in multiple countles. | would have never needed
to use my “clout" as a DMV representative; | couid have simply gone to my law
enforcement friends and asked for help, but | didn't feel the need to do that here nor
would | have. t inquired as a member of the public and recelved public information as to
how to resclve my customer's issue. | was not afforded or glven any Information
because | was an employes 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 regutar
basis both on the phons, in person and via email, | find it difficult to believe that
someone who overheard a one-slded conversation in August could know who or what
my conversation was about. Pius, why would that person never sey a word about it untll
nearly a month after ! left the department.

In approximately 2011, the sheriff's office came Into the Motor Carrier section at the
DMV and served a restraining order to an employee. This empioyee looked up the
personal information of a customer, statked and harassed the customer to the point that
law enforcement Intervention was requlred, In this case, the employee not only
recelved only some suspension without-pay, but was also allowed to select when she-
took the unpalid time off. Yet I did nothing illegal and am being recommended for

_ termination,

The Department knew of this “violatlon* more than a year ago and never notified me.
The employse handbook indicates that | will “be informed promptly and specifically” of
any deficiencles, More than a year later would Indicate this was not a serlous offense
and certainly was not prompt. | have recelved disparate treatment as you can see by
the disclpline glven to the other employee that had o be served a restraining order,
broke the law and accessed a customer's record without permission, | did neither of

g) - O'S;' 3
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these. | request that | be fully reinstated to my Revenue Officer Il position without any
further penalty.
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State of Nevada

Employee Handbook .

Department of Administration
Human Resource Management
State Library & Archives Building
100 N. Stewart St., Suite 200
Carson City, Nevada 89701-4204
Grant Sawyer Building

555 East Washington Avenue, Suite 1400
Las Vegas, Nevada 89101-1046
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by a state officer or employes in the performance of his/her offigial duties, whether or not the
action Is within the scope of histher employment, which/is:

1. In violation of any state law or regulation;

2. Anabuse 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 prohibitod by state law from using their autharity or influence to
provent disolosure of improper governmental action by other state officors or employoes,
“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
egainst a state officer or employee who discloses improper governmental action, Any ciaim of
teptisal or retaliatory action must be filed with the Division Administrator of Human Resource
Management within 10 working days after the alleged reprisal or retaliation ocourred, 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 falls below standard you will be
informed promptly and specifically of the doficiencies 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 agoncy 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 wamings, written
reprimands, suspensions, demotions and dismissals, can be found in the Nevada Administrative
Code. (NRS 284,383, NAC 284,63 8-284.656)

Pollcy on Honorarlum — State law prohibits public employees and public officers from
accepting or recelving an honorarium, defined as the payment of money or anything of value, for
an appeatance or speech while acting in the capacity of a public officer or public employee.
(NRS281A,510)

Political Activity — Bmployées may vote as they cl;oose and express their poiltical opinions on
any or all subjects without recourss, except that no employee may:

1. Directly or indlrectly solicit or receive, or be in any manner concerned in soliciting or
recelving any assessment, subscription, monetary or non-monetary contribution for a
political purpose from anyone who is in the same department and who is a subotdinate 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 engags in political activity to
secure a preference for a promotlon, transfer or increase in pay, (NAC 284.770)

3
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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, a-reasonable-period-of
ime*for improvement or correction may be allowed before initiating disciplinary action.

3. Insituations where an oral warning does not cause a correction of the condition or where
a more severe inifiel 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.

000059

AA000140

141




(-

Cea.l

g r\kN(\

P Lt are ) WA . w ya y v ryon t om b b r

(no subject)

------ At 4 Y $ At St bt b e 4 W 8 e e Y05 9 b b

Danlel Cunningham <cunnlnghamdanlelo16@gmali com>
To: wehokesfe5@gmall,com

TSI e e e L P e e e 1 S e 14

vy asn S YA et

S, Pt e bt B St by e

Mon, Dec 9 2013 at 11; 56 AM

I'Danlel Cunningham gave cara okesfe permission to access my personal records ln order to ses the status of

my DUI,
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Hriun Sondoval
Governor

Jefl Mohlenkamp
Director

Lee-Ann Enston
Adminisirator

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
Division of Human Resource Managenent

Agency HR Services
100'N. Stewart Strcel, Suite 230 I Cursen City, Nevada 897
Pline: {775) 6841150 I b, uy.gov [ Fax: (775) 687-1150

MEMORANDUM CRARTTaN

Revised 08/19/13
DATE: August 12,2013 o foue

TO: Alys Dobel, Personnel Officer 3

FROM: Chrissy Miller, Personnel Analyst \

Division of Human Resource Management-HR Services

SUBJECT:  Restoration of Cara Q'Keefe

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

Cara O’Kcefe will remain with the B&I Insurance Division until 09/13/13, Cara O’Keefe

will be instructed ta 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 concems.

Cue Agency HR Services Agency File
Division of Human Resources Official Service Jackel
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Briauw Sandoval

STATE OF NEVADA
DEPARTMENT OF ADMINISTRATION
Division of Human Resource Management
Agency HR Services
100 N, Stewnrt Street, Sulte 230 | Carson City, Nesadn 89701
Phane: (775) 6840150 | bittn:/dopnygor, | Fuxe (775) 687-1150

Revised

August 19, 2013

Cara O'Keefe

B&l Insurance Division

Dear Ms O'Keefe

This letter shall serve as notlfication 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 284.962, 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,

Q\Kp PN ﬁk LS —

Chrissy Miller, Personnel Analyst
Agency HR Services

cc:  Department of Business & Industries-Insurance Division

Joff Mobtenkamp
Director

Lee-Ann Enston
Administratar
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5420 Kietzke Lane, Suite 202
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(1940). An employer has not acted arbitrarily or capriciously In the discipline of an employee
where substantial evidence of legal cause exists affecting an employee's qualifications or
performance of his duties. /d.

Substantial evidence is evidence that “a reasonable mind might accept as adequate to
support a conclusion." State Emp. Sec. Dept. v. Hilton Hotels, 102 Nev. 806, 608, 792 P.2d
497 (1986), citing Richardson v, Perales, 402 U.S, 389, 91 S.Ct. 1420 (1871). "Substantial
evidence [does) not Include the idea of this court weighing the evidence to determine if a
burden of proof was met or whether a view was supported by a preponderance of the
evidence. Such tests are not applicable to administrative findings and decisions.” Hiiton
Hotels, 102 Nev. at 608, 792 P.2d at 498 n. 1. A court reviewing the record to determine
whether a decision was supported by substantial evidence cannot “pass on credibility or
reverse an administrative decision because it is against the great weight and ciear
preponderance of the evidence, if there is substantial evidence to sustain It.” /d. Conversely,
in order to act arbitrarily and capriciously, an administrative agency must act in disregard of
the facts and circumstances involved. Meadow v. The Civil Serv. Bd. of LVMPD, 105 Nev.
624, 627, 781 P.2d 772 (1989).

An employer's agreement to restrict Hdiscipiine] to those supported
by dust cause should not be followed by a further judicial
implication, which takes the determination of just cause away from
the employer.

Southwest Gas Com. v. Vargas, 111 Nev. 1064, 1077 (1995) (cltation omitted).

Likewise, the authority granted the hearing officer pursuant to NRS 284.380(6) Is to
determine whether the agency had just cause for the discipline "as.provlded in NRS 284.385."
‘It was a task of the hearing officer to determine whether [NDOC's] decision to terminate
[Petitioner] was based upon evidence that would enable [NDOC] to conclude that the good of
the public service would be served by [Petitioner's] dismissal.” Dredge v. State ex rel. Dept. of
Prisons, 105 Nev. 39, 42, 769 P.2d 56 (1989). Ultimately, the hearing officer's authority is
limited to determining whether the appointing authority had “just cause” to support its decision.
The issue is not whether there is substantial evidence to support the Petitloner’s version of
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events. The Issue Is whether there Is substantial evidence showing that the agency had just-
cause for the discipline.
Substantial evidence will show that the agency had just cause to terminate Ms.
O'Keefe' employment.
POTENTIAL WITNESSES
1. Karen Stoll, Revenue Officer 1, Supervisor, Motor Carrier, DMV.
Wayne Seldel, Administrator, Motor Carrier, DMV.

Doreen Rigsby, Investigator.

Pl

Angela Messman, Motor Carrier, who overheard O'Keefe impersonate a DMV
Field Services employee in a call to the Carson City Sheriff's Office.

5. Michelle Schober, Motor Carrier, who overheard O'Keefe impersonate a DMV
Fleid Services employee In a call to the Carson City Sheriff's Office.

Alys Dobel, DMV Human Resources Administrator.

Ann Yukish-Lee, DMV Central Services Manager.

Cara O'Keefe, Petitioner

© ®» N o

Each and every witness named by Petitioner.

10.  Rebuttal witnesses as needed.

LIST OF DOCUMENTS

Respondent DMV anticipates that the introduction of additional documents, Including
photographs, may be necessary at hearing. DMV reserves the right to make such motion at
the hearing upon establishing a proper foundation.

EXHIBITS

Specificity of Chérges with Exhibits.
Pre-Disciplinary Hearlng Officer's Report.
Letter of TermInation.
Each and every exhiblt produced by O'Keefe, if admitted into evidence.

moow »

Rebuttal exhibits as needed.
n
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Office of the Attomey General
5420 Kietzke Lane, Suite 202

Reno, NV 89511
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CERTIFICATION THAT DISCOVERY HAS BEEN COMPLETED

With this filing completed, Respondents have supplied Petitioner with documents tha
will be used at the hearing. At the time of this filing, O'Keefe has not supplied Respondentt
with anything she intends to use at the hearing.

CONCLUSION

The substantial evidence will demonstrate that DMV had just and legal cause f
terminate O'Keefe's employment. Therefore, DMV respectfully requests that the Hearing
Officer affirm DMV's decision to terminate O'Keefe's employment.

RESPECTFULLY SUBMITTED this 20th day of March, 2014.

CATHERINE CORTEZ MASTO
Attorney General

By:

CY¥NTHIA R. HOOVER
Deputy Attomey General
Bureau of Litigation
Personnel Division

Nevada Bar Number 8122
5420 Kietzke Lane, Suite 202
Reno, Nevada 898511

(775) 850-4125

Attorneys for Respondent-Employer
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ﬁgAM PAUL LA{(ALT P

orney Genera
DOMINIKA J. BATTEN A JN 2y w1 og
Deputy Attorney General sus N
Nevada Bar No. 12258 Y/ f"ﬁfnﬂk@rﬁ;i.;"
Personnel Division oy o . /
5420 Kietzke Lane, Suite 202 R
Reno, Nevada 89511 HRUTY

Tel: 775-850-4117
Fax: 775-688-1822
dbaﬁen@aq.nv.qg\i

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 001031 B
DEPARTMENT OF MOTOR VEHICLES,

)
; Department No. i
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. BATTE!
Deputy Attorney General, a true and carrect copy of which is attached to this notice.

1
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AFFIRMATION PURSUANT TO NRS 239B.030
This document does not contain the socialjsecurity number of any person.

ra v
RESPECTFULLY SUBMITTED this _l_/bfday of June, 2015.
ADAM PAUL LAXALT

Attorney General W
N @W\WQ@ M
DOMINIKA J. BATTEN
Deputy Attoey General
Bureau of Litigation
Personnel Division
Nevada Bar No. 12258

5420 Kietzke Lane, Suite 202
Reno, Nevada 89511

Attorneys for Petitioner
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CERTIFICATE OF SERVICE

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

| hereby certify that | am an employee of the State of Nevada, Office of the Attorne:
General, and that on the 23" day of June, 2015, | deposited for mailing, a true and correc

copy of the foregoing Notice of Change of Counsel to:

’?(,fow\ &ﬂtﬂ an L

Pam Stanley, LSI J{
An Employee of the State of Nevada
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IN THE FIRST JUDICIAL DISTRICT COURT OF THE STATE OF NEVADA
iN AND FOR CARSON CITY

-000-

STATE OF NEVADA, ex rel. its CASE NO. 14 0C 00103 1B
DEPARTMENT OF MOTOR VEHICLES, DEPT ”

Petitioners,

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,

ORDER GRANTING PETITION FOR JUDICIAL REVIEW AND SETTING
ASIDE HEARING OFFICER'S DECISION
Petitioner, STATE OF NEVADA, ex rel., its DEPARTMENT OF MOTOR VEHICLES
(DMV), filed a petition for judicial review under NRS 284.390(8). The Court has

reviewed and considered the parties’ briefs.

ISSUE AND CONCLUSION
Did the hearing officer’s reversal of DMV's termination of Employee prejudice
substantial rights of DMV because the decision was affected by error of law, clearly
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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 atbitrary
and capricious, DMV’s Petition for Judicial Review is granted.

FACTS .

Cara O'Keefe (“Employee”) worked as a revenue sp(lecialist 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 DMV to work for the Division
of Insurance, two DMV employees reported to their supervisor that while Employee was
expployed 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
Sheriff's 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 DUIL. Employee also called the Sheriff’s Office
about Daniel’s driver's license and DUI, twice, representing herselfas a DMV employee
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assisting a customer, when she was really calling for the personal and non-business
reason of assisting her friend, Daniel.

Based upon the information from the investigation, DMV issued a Specificity of
Charges (SOC) to Employee, recommending termination under NAC 284.646(2)(b),
which authorizes dismissal for unauthorized use of confidential information; and under
DMV Prohibitions and Penalties (G1), which makes the use of data or information
outside the scope of one’s job responsibilities, or for non-business or personal reasons a
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 (G1). 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
to show the final decision is invalid.* The court’s review is limited to the record.” The
court cannot substitute its judgment for that of an administrative agency as to the
weight of evidence on a question of fact.? The court may set aside an administrative

agency’s decision if substantial rights of the petitioner have been prejudiced because the

'NRS 233B.135(2).

*NRS 233B.135(1)(b).
*NRS 233B.135(3).
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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.* 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.® The court decides purely legal

issues de novo.’

DISCUSSION

The hearing officer found that DMV proved Employee violated terminable
offenses, including a Class 5 offense. The minimum discipline for a Class 5 offense is
termination. The hearing officer theﬁ concluded that the violations, including the Class 5
offense, were not serious violations. '

An appointing authority may dismiss an employee for any reason set forth in NAC
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
of an employee for use of data or information outside the scope of one’s job
responsibilities, or for nonbusiness or personal reasons. Specifically, DMV adopted its
Prohibitions and Penalties (G1) which prohibits such conduct, and establishes the
minimum penalty as termination.

A dismissed employee may appeal to the administrative hearing officer, who can

“NRS 233B.135(3)(d), (e), and (£).

SUnited Exposition Serv. Co. v. State Indus. Ins. Sys., 109 Nev. 421, 851, P.2d 423
(1993).

*1d.
"Garcia v. Scolari's Food & Drug, 125 Nev. A.O. 6, 200 P.3d 514 (2009).
§NAC 284.646(1)(a).

AA000154




O L3 O G A W

10

11

12

13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28

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 amatter of law.

The hearing officer’s finding that DMV proved the Prohibitions and Penalties

 (G1) 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 (G1) 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 (G1).

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

°NRS 284.390(1) and (6).
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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,

/’4&%,/:4 ST nat ]
3S E. WILSON, JR." .7
(D TRICT JUDGE =~

-

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_/3_ 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. Dominika J. Batten
485 West Fifth St. Deputiy Attorney General
Reno, NV 89503 5420 Kietzke Lane, #202

Reno, NV 89511
Jill Greiner, Hearing Officer

4790 Caughhn Pkwy., #120
Reno, NV 89519

A

Susan Gmeu
Judicial Assist: ant/
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IN THE SUPREME COURT OF THE STATE OF NEVADA

OFFICE OF THE CLERK
CARA O'KEEFE, AN INDIVIDUAL, Supreme Court No. 68460

Appellant, District Court Case No. 1490001031 B
VS. ’ '

THE STATE OF NEVADA DEPARTMENT OF
MOTOR VEHICLES,
Respondent. |

NOTICE OF TRANSFER TO COURT OF APPEALS

TO: Hon. James E. Wilson, District Judge
Cara O'Keefe ’
Attorney General/Carson City \ 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;fransfgr 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(€).

DATE: September 21, 2015
Tracie Lindeman, Clerk of Court

By: Amanda Ingersoll
Chief Deputy Clerk

Notification List
Electronic o
Attorney General/Carson City \ Adam Paul Laxalt, Attorney General -
Attorney General/Reno \ Dominika J. Batten
Brandon R Price

Paper

Hon. James E. Wilson, District Judge
Cara O'Keefe :
Susan Merriwether, Carson City Clerk

“15.28510
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