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EXECUTIVE SUMMARY

File ID Nos. 2009036 and 2009087

On February 3, 2009, the Office of Inspector Gelng@IG”) received a telephone complaint
from Janet Jurkuta, a Consolidated Omnibus BudgetoRciliation Act (“COBRA"}
participant, stating that she had not receivedcheceled checks for her premium payments for
the months of August and September 2008. Sheedlldtat the Department of Administrative
Services (“DAS”) acknowledged receiving the cheakd informed her that they were behind in
processing COBRA payments. This complaint was foded to DAS for investigation on
February 26, 2009.

Additionally, an anonymous letter was received omréh 10, 2009, alleging that David
Holbrook (“Holbrook”), DAS Human Resource Managey who is the Division Chief
accountable for the state’s COBRA program, was iptsly removed from two state agencies
for disciplinary reasons. The letter also alledeat & friend of Holbrook’s had changed his state
personnel records to conceal these removals. Tier lrurther alleged Holbrook displayed
favoritism, denied subordinates pay for vacationiel@ while he improperly received pay for

vacation denied, and he violated the DAS time repgpolicy.

On March 30, 2009, while DAS’ Office of Financednmtal Audit ("DAS-IA”") was investigating
Ms. Jurkuta’s complaint, they provided the OIG wéhspreadsheet indicating that the agency
received 685 TravisCOBRAchecks from September 2008 through December 2008e
spreadsheet further indicated that 341 of thosekshewnith a face value of $125,185.13, had
been recorded by DAS but not processed or deposii2dS considered those checks to be
missing. COBRA payments were processed through two sepaygeems, COBRA Ohio
Administrative Knowledge System (“OAKSand TravisCOBRA.

1The Consolidated Omnibus Budget Reconciliation #ct986 (“COBRA”) allowed employees who separatedvise to
continue access to health insurance. This is gssmbifurther in Section 11l of this report.

2"TravisCOBRA” was a software program designed toagaran agency’s financial and other obligationsrasgonsibilities
under COBRA.

3COBRA OAKS was designed to replace DAS’ TravisCOBR#th an effective date of March 1, 2008.



On April 10, 2009, we found 504 checks for COBRAyp&nts in a credenza in Holbrook’s
office, which was 163 more unprocessed checks Ei#s® reported missing. The 504 checks we
recovered had a total face value of about $2140000We determined that the lack of internal
controls affecting COBRA payment checks as theyewsocessed and moved between sections
within the Human Capital Management (“HCM”) Suppdshit contributed to the loss of
accountability. Internal ledgers and receiptsdioecks processed and moved between sections
within the HCM Support Unit were nonexistent. Weed at least one other significant instance
of a lack of physical accountability of checks A A witness reported that a $600,000.00
Child Support Enforcement check had been misfitedn employee’s desk. The check, which
transferred court-ordered support payments withHebdn state employee paychecks, was

discovered just days prior to the cutoff for praeg support payments.

We found a breakdown of communication between thossponsible for processing
TravisCOBRA checks and COBRA OAKS checks, a problgrat began when benefits
management representative Dianna Campbell retirelugust 2008. It was assumed that all
checks were processed through one point of coatattthen transferred to HCM Benefits and
HCM Accounts Payable. This was not the case. Aljhothe checks were logged in the

TravisCOBRA system, they were never processed tiréiCM Benefits and never deposited.

We also found inconsistencies on David Holbrookatesemployment applications for various
DAS positions. Holbrook could not explain thosednsistencies. His employment history

listed conflicting information on the positions tiee held at DYS.

We found time sheet entries that differed from Hotik's pay record. Those discrepancies
resulted in Holbrook receiving $2,082.50 for 49 tof pay to which he may not have been
entitled. A review of Holbrook’s e-mail and othmymputer activity indicates the possibility that
Holbrook may not have taken time off from work altigh his time sheets reflect that he was, in

fact, out of the office.



We find DAS and Holbrook responsible for wrongfetsaor omissions: the management of the
TravisCOBRA system, and the mismanagement of aoyme@'s record of actual hours worked.
We also conclude Holbrook committed a wrongfulwen he provided misleading information
on his employment applications. Based upon theltsesid this investigation, we made three
recommendations and requested that DAS resporstoffice within the next sixty days with a

plan of action as to how these recommendationshe&iimplemented
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l. BASIS FOR INVESTIGATION

On February 3, 2009, the OIG received a telephamepaint from Janet Jurkuta, a COBRA
insurance participant. Ms. Jurkuta stated thathsdte not received her canceled checks for her
payments for the months of August and Septembe8.2@he alleged that DAS acknowledged
receiving the checks and informed her that theyewsshind in processing COBRA payments.
This complaint was forwarded to DAS for investigation February 26, 2009.

Additionally, an anonymous letter was received omréh 10, 2009, alleging that David
Holbrook (“Holbrook”), DAS Human Resource Managertde Section Chief accountable for
the COBRA program, was previously removed from state agencies for disciplinary reasons.
The letter also alleged a friend of Holbrook's ciedh his state personnel records to conceal
these removals. The letter further suggested thalborblok displayed favoritism, denied
subordinates pay for vacation denied while he irperly received pay for vacation denied, and
violated the DAS time reporting policy. On March, 32009, DAS’s internal investigation
concluded that 300 COBRA payment checks, with aevaf $116,000.00, were unaccounted for

or were missing.

I ACTION TAKEN IN FURTHERANCE OF INVESTIGATION

We conducted over 25 interviews and examined mdjcprocedures, and laws governing the
accounting of funds. We searched Holbrook'’s offiejewed his time and attendance records,
reviewed his personnel records, examined his coenpréicords, and interviewed his former

supervisors.

lll.  DISCUSSION

The Consolidated Omnibus Budget Reconciliation #1986 (“COBRA”) includes provisions
that if an employee loses his/her job the emmayay continue, at his/her own expense, health
insurance coverage from his/her former employer dgr to 18 months. Under special
circumstances coverage may be extended an additibBamonths. The Department of

Administrative Services is the COBRA administratagent for all state executive agencies.
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As the administrative agent, DAS was and is resptsfor the enroliment of former employees,
collecting and recording of all premiums, notifyirigese former employees of delinquent
premiums and/or pending coverage termination ddeiliare to maintain coverage or expiration
of coverage. This entire process broke down ater conversion of COBRA to the Ohio
Administrative Knowledge System (“OAKS”), and thetirement of Ms. Campbell in August
2008.

A March 2008 implementation team decision not tovest the TravisCOBRA records into the
COBRA OAKS system forced DAS to use a dual accognprocess. This decision, coupled
with the sudden retirement of Ms. Campbell, who wessingle source of operator knowledge
of the TravisCOBRA system, caused a disaster ircgasing COBRA payments. Records
indicate that after her retirement DAS-Human ResesiDivision (“HRD”) failed to process and

account for the TravisCOBRA payment checks in @&ljnmanner.

Following Ms. Campbell’s retirement, the processHandling all COBRA payment checks was
changed. All mail was opened and sorted by theetsy into TravisSCOBRA and COBRA
OAKS payments. COBRA OAKS payments were given tordvlyBell, and TravisCOBRA
payments were given to Linda Neil. Data from theaks was entered into the respective
systems. TravisCOBRA checks were then given to Pamy, who in turn gave them to Myron
Bell. Myron Bell was then responsible for enterglychecks into an Excel spreadsheet. The
checks next went to the Accounts Payable sectionfudher processing. This procedure
resulted in the COBRA payment checks being loggea the TravisSCOBRA database, but not
deposited or otherwise processed for payment. brdok was the manager of both COBRA
systems and had direct knowledge of issues involaedrocessing both TravisCOBRA and
COBRA OAKS payments.

The breakdown in the entire COBRA process becaradilyeapparent as the DAS internal
investigation into Ms. Jurkuta’s complaint begam. [@arch 31, 2009, DAS notified the OIG that
Ms. Jurkuta's checks were not the only ones logrdils. Campbell’s impromptu retirement.
DAS’ initial inquiry into the matter indicated th&800 TravisCOBRA checks were received but

not fully processed. DAS was unable to locate3®@ checks.
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That same day, DAS placed Holbrook on paid adnratise leave pending completion of an
administrative investigation. The OIG searchedbrmbk’s office and collected his computers
and other evidence. Cheryl Nester, from DAS Chegal Counsel’s office, locked Holbrook’s
office, and secured Holbrook’s key. On April 1080the DAS Legal and Internal Audit Section
provided the OIG with a revised list of the missifrgvisCOBRA checks that were recorded but
not deposited. The revised list contained 341 kkh&dth a value of $125,185.00.

ALLEGATION 1: The Department of Administrative Services, Human Resoes Division

failed to properly account for and process TravisBRA payment checks.

Ohio Revised Code section 113.08 stipulates thatyestate officer, employee, and agent will
pay the Treasurer of State all money, checks, aafisdreceived for the statSee Exhibit A.)
Ohio Administrative Code (“OAC”) rule 113-1-02 maatds that all money, checks, and drafts
received for the state will be deposited with tlieaBurer of State within two business d4$se
Exhibit B.)

We interviewed the DAS employees who handled bativiSCOBRA and COBRA OAKS
payment checks, and none of the employees wereeawfathe requirements concerning the
deposit of monies received by the state. These sanployees informed us that DAS may have
covered medical treatments for COBRA patrticipanitheut knowing if they were current on
their monthly premiums. The size of the state’alttrecare programs is so large that real time
tracking of individual services is very difficulbut to DAS’ knowledge, no COBRA patrticipant

was denied medical treatment due to the confusien the processing of payments.

In response to Ms. Jurkuta’s complaint, DAS conetlidhat it received and recorded her
COBRA payment checks, and extended coverage to héwwever, they did not have an
itemized deposit slip documenting that her COBRAas were deposited into the proper fund.
They offered to reimburse her for the cost of g gayment notice on her uncashed checks.
However, DAS did not initially send any notificatioto other similarly situated COBRA

participants. According to DAS, notice has sineerbsent to the remaining affected individuals.
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The lack of adequate procedures during a critrealsitional period, and the fact that the absence
of internal controls was not recognized by an imaéreview, clearly are failures on the part of
DAS, specifically DAS-HCM and DAS’ OAKS implemenian team. Additionally, records
show that despite employee urging, Holbrook fallecensure that employees received cross-
training on both TravisSCOBRA and COBRA OAKS procesti for processing checks and
payments. He also failed to enforce performancpranement plans designed to create a
common knowledge base among the employees respoifisibprocessing COBRA payments.
Had the agency and Holbrook taken the steps nagegsanake TravisSCOBRA and COBRA
OAKS work and to assure that DAS-HRD unit employassd the appropriate processes, Ms.
Jurkuta’s checks, and the remaining hundreds aheays, might not have been lost.

On April 10, 2009, OIG investigators, accompanigdtire DAS Chief Legal Counsel and the
DAS Chief of Human Resources conducted a seconttlses Holbrook’s office. They
discovered 504 COBRA payment checks, with a to#lier of approximately$214,000.00, in
Holbrook’s credenza Some of the payment checks were in envelopes thatnever been
opened. This second search was prompted by an arowsye-mail received by DAS Legal on
April 3, 2009, which encouraged a detailed seafddatbrook’s office.(See Exhibit C.)

The oldest uncashed check recovered was dated A2dus2008, and the latest was dated
January 30, 2009. None of the checks or envelagetound were not date stamped by DAS.
Interestingly, during the five month period of tirtleat the 504 checks accumulated and went
uncashed we discovered that other COBRA checks ampeopriately processed. However, we
were unable to identify any pattern between thekfi¢hat were properly processed, and those

that were not.

Holbrook was interviewed on April 13, 2009. Hedsdie participated in a DAS internal

investigation concerning the missing TravisCOBRAdks. He told us the investigation failed
to locate the checks or determine who should bd hetountable. Holbrook told us that an
after-hours search of DAS-HRD offices failed todte the missing COBRA checks. He was

shown photos of the recovered checks and infornh@there the checks were found. He denied
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any knowledge of the checks or how they ended upsrcredenza. We also interviewed all of
the employees in Holbrook’s work unit who are inwedl in receiving and processing COBRA
payments. All of the employees we interviewed ddrany knowledge of the 504 checks. We
were unable to determine if Holbrook was purposediding the checks for some reason, or if
another employee placed them in his office withmstknowledge. Regardless, Holbrook was

ultimately responsible for supervising the procegsif COBRA payments.

Based upon our investigation, we find there isoaable cause to believe that a wrongful act or

omission occurred in this instance.

ALLEGATION 2: One of David Holbrook's friends remad the “Resigned - not
recommended for rehire” comment from his record,aealing that Holbrook had previously

been removed from two state agencies for disciptjnaeasons.

David Holbrook was initially hired by the Ohio Depaent of Natural Resources (“ODNR”) as
an account clerk on December 30, 1988; he was pgeaimo Personnel Officer in September
1992 A Ohio State Highway Patrol investigation founalbtook manipulated his payroll
eleventimes between May and October 1993, in order tadapaying a total of $838.70 to the
Ohio Public Employees Retirement System (“OPERSAgdditionally, Holbrook gave himself
30.4 hours of unearned sick leave, 8 hours of ueehpersonal leave, and changed his federal
tax exemptions 16 times between December 1991 adrbber 1992 for his personal financial
gain. Holbrook was not terminated for these irfoacs and his personnel records were not
codedwith any designation regarding his suitability &tate employment. In October 1993,
Holbrook served a 20 day working suspens{@ge Exhibit D.) In addition, he paid restitution
and completed a prosecutor’s diversion program.

On November 27, 1995, Holbrook transferred to th@oODepartment of Youth Services
(“DYS”), Ohio River Valley Juvenile Correctional €ifity in Scioto County. In November

1996, he transferred again to the DYS Central @fficOn November 11, 2001, Holbrook
resigned from DYS in the wake of an internal inigegion into allegations he abused time and

committed theft in office. The internal investigat revealed Holbrook was working a second
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job for United Parcel Services while being paid BYS. Holbrook’s supervisor, Rudy

Rodriguez, stated that he recommended to his owergisor, Mona Reed, that Holbrook be
coded as “Resigned - not recommended for rehikdtna Reed stated that she took Holbrook’s
resignation to her Assistant Director at that tin@grol Rapp-Zimmerman, and they then
discussed it with former DYS Director Gino NataluBersichetti. It was decided to accept
Holbrook’s resignation in lieu of discipline andtermination, but not to code Holbrook’s record

as either “Resigned - not in good standing” or ‘igesd - not recommended for rehire”.

Again, we found no evidence in Holbrook’s file thaticated that he was ever removed for
disciplinary reasons. Since no rehire code was atgded to Holbrook’s personnel file —either at
ODNR or DYS - it was impossible for Holbrook or aoiehis friends to have tampered with the

records and remove a code that didn’t exist.
Even though we were unable to substantiate thgadlten, we do not condone Holbrook’s past
inappropriate conduct. We also question DYS’ denisnot to code his personnel file

appropriately so future state employers would barawf Holbrook’s behavior.

Accordingly, we find no reasonable cause to bel@waongful act occurred in this instance.

ALLEGATION 3: David Holbrook abused state time anglas improperly paid for vacation

that was denied.

Ohio Revised Code section 124.134 allows paymera gpate employee for denied vacation
hours under the following conditions: 1) The set@ployee has accumulated three times his/her
annual vacation accrual rate and 2) the employerunsently at, or will be at, the maximum
accrual rate in the immediately following pay périoOnce these prerequisites are met and the
employee has requested and been denied vacatwos k@ employee can request and be paid

for vacation denied timeSge Exhibit E)

Our investigation found that payment for vacatiemidd was a common practice for those DAS
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employees who were considered crucial to the imptaation of the OAKS system. The
urgency to continue the OAKS program implementatrequired key personnel to work
overtime on a regular basis. In addition to acdatmg normal vacation leave hours, those

same key employees accrued compensatory time latrédies.

Compensatory time, according to DAS Directive 084@&d to be used within six months of the
date on which it was earned or it would be lost.herEfore, employees routinely used
compensatory time instead of vacation leave.

This practice caused employees’ vacation hoursctoiraulate. When employees reached the
maximum number of vacation hours allowed to be audated, the employees could submit
requests for vacation. Often those leave requests denied, since the employees’ work was
supposedly required for OAKS to progress when tlgzsae employees were permitted to use
compensatory time off from work. When the vacatrequests were denied, the employees
would be paid for those hours. We found that ors@&garate occasions, between April 2008 and
March 2009, 21 DAS employees were denied the usetofal of 1,936 vacation hours. They
were paid a total $75,294.24 for the vacation tiley were not permitted to use. Holbrook was
paid twice under these circumstances, receivingcapately $5,100.00 for 120 hours of

vacation denied.

Additionally, although DAS policy 100-04 states ttilae record of an employee’s actual hours
worked will be maintained by a supervisor for thyears, we could find Holbrook’s records for
only 15 of the 78 pay periods. When these recordeeveompared with Holbrook’'s OAKS
payroll data, we found discrepancies in 10 of thesgts of documents. These discrepancies
included 40 hours of compensatory time that weeslusy Holbrook but not deducted from his
compensatory balance in the OAKS payroll systemolbtbok had either submitted leave
requests or documented compensatory time usedsaimnie sheet for those 40 hours. We also
discovered nine hours of compensatory time claitmedHolbrook, that records indicate he did
not earn. It appears that Holbrook gained 49 hotitame to which he was not entitled. The
value of those hours was $2,082.50.



Later, DAS discovered e-mail activity in Holbookésmail account during the 40 hours he
claimed to be off. DAS suggests that Holbrook aetsially at his work site since they found e-
mail activity on his state account. However, werga conclude that Holbrook was physically at
work based solely on his e-mail traffic. Employeestinely transmit and receive work related e-
mails from locations other than their respectivices. We noted that the e-mail records
provided by DAS indicated that some of the e-meiivity was outside normal work hours. On

two of the days in question DAS was unable to antdor any e-mail activity. And, on only

five occasions during that 40 hour time period weeeable to determine that documents other

than e-mail were generated and stored on Holbroaakisputer drive.

Regardless of the number of hours Holbrook actuatiyked, the overshadowing problem is that
Holbrook’s payroll records were contradictory, ioaate, or non-existent. DAS should monitor
and ensure all employees keep accurate payroltde@nd maintain those records in the manner
required by DAS policy 100-04.

Accordingly, we find reasonable cause to believeSDend Holbrook committed wrongful acts

or omissions in this instance.

IV. OTHER MATTERS

HANDLING SENSITIVE INFORMATION

During the course of our investigation, we becamara of an incident indicating DAS’ lack of
internal controls in handling sensitive informatiomhe lack of control over and safekeeping of
files containing personal information first surfdcen an NBC4i news story title&Ex-State
Worker Files Turn Up In Surplus Bargaipublished on March 24, 2009. This report detaded
citizen’s purchase of a file cabinet from the stsieplus auction, and his subsequent discovery
of confidential personal information inside the icah. The data found in the files included
Social Security numbers, medical records, and yatdormation belonging to five former state
workers. The purchaser returned the confideniias to DAS. These confidential files were
found to have originated from Holbrook’s work unifThis is another instance of Holbrook

failing to properly manage his work unit, and faduo ensure that his staff followed agency
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policies, procedures, and protocols.

All five former state employees were notified by BAhat their personal information had been
released. Even though DAS had failed to propeuge these confidential records, there is no
indication that the former state employees’ conftie records were further compromised, or

otherwise used illegally.

Accordingly, we find reasonable cause to believeSDdommitted an act of omission in this
instance

HOLBROOK'S EMPLOYMENT HISTORY

During the course of our investigation, we alsonfduliscrepancies in Holbrook’s applications

for different state positions. The DAS Human ResesrAdministrator informed us that she
became aware of Holbrook’s employment history it state as early as 2004. She stated that
Holbrook applied for a position in DAS as a payfliministrator, and, despite doing very well
in his interview, she declined to hire Holbrook &&®n the information she had received from
ODNR.

On May 17, 2004, Holbrook applied for and was del@@s a DAS Human Resource Analyst-3.
Again, the HR Administrator questioned his selettior the job but was overruled by the
selecting supervisor and the DAS Director, and Hmk was hired. Holbrook resigned from
that position on August 27, 2004; however, he vedsred by DAS one year later as a Benefits
Manager. Even though DAS’ management received nmédion about Holbrook’s prior
incidents of workplace misconduct, they took noiaactto confirm his overall suitability for

employment.

Holbrook was shown his two most recent applicationstate employment. He was asked why
he listed different supervisors for the same peridte application for the Benefits Manager 1,
posted April 18, 2005, listed “Mona Reed” and “RuBwdriguez” as his DYS supervisors
between 1996 and 2001, while his November 7, 2Q@fiaation for the Human Resource

Manager 4 position listed “John Bragg” as his DYipeyvisor for the same period(See
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Exhibit F and Exhibit G.) When asked why the applications differed, Holbreakd it was
because each application was for a different mositi This explanation made no sense. His
employment history and the names of his supervisadd not have changed. Even to a casual
observer, Holbrook was less than honest when hegeltbhis work history on job applications in

an attempt to disguise the employment issues hahy'S.

Accordingly, we find reasonable cause to believébktmk committed a wrongful act, and DAS

committed an omission in this instance

MANAGEMENT AND SUPERVISION

While interviewing Holbrook’s subordinates we foutidht the employees in his work unit had

knowledge of his previous employment history. lany cases, those individuals’ knowledge of
the details was sketchy or incomplete, but theyevediraware that he had issues while employed
at ODNR and DYS. They perceived that he was dyapdasimilar behavior with his time and
attendance reporting in his current position. Thaupled with his refusal to pay an employee
for vacation denied, while he received that sameefie caused Holbrook’s leadership abilities
to be questioned by employees in his office.

The practice of deeming employees so essentigitp dperations that their compensatory time
and/or vacation requests are denied, resultingaymgnts for vacation accruals, should be
reviewed. We understand that denying vacationddaw critical operational needs is necessary
in some instances. However, this practice canasédyeabused and can create an “entitlement”

for some employees who prefer cash to leave time.

V. CONCLUSION

Based upon our investigation, we find that DAS edilto establish proper procedures and
protocols to ensure tracking and timely processintpe TraviSCOBRA checks. As a result, 504
TravisCOBRA payment checks, during a five monthiqeer were unaccounted for and not

properly processed. We found that Holbrook’s latlsupervision of his work unit contributed
1C



to the 504 checks being mishandled. Although wémaliely found the missing checks in
Holbrook’s office, we were unable to determine blbrook was purposely holding them, or if
someone else placed them in his office. We alsaddhat Holbrook was less than forthcoming
when interviewed by our investigators. AdditiogalHolbrook was deceitful on employment

applications when he applied for his two most résgate positions.

Over the entire course of his state employmentptdok engaged in a pattern of dishonest
behavior. We question why DYS failed to code Hotii as “Resigned - not recommended for
rehire” when he left that agency, or to otherwiseument his employment issues. Additionally,
we question why DAS either chose to disregard mdion about those previous incidents of

misconduct or failed to appropriately complete eldgaound history for its new hire.

DAS failed to properly manage confidential inforioatwhen five former state employee files
were left in a DAS file cabinet that was subseqglyesuld at state salvage. The responsibility for
overseeing the safeguarding of the confidentiabrimation also came under Mr. Holbrook’s

purview.

VI. RECOMMENDATIONS

Based upon the results of this investigation, wekeanthe following recommendations and
request the Ohio Department of Administrative Ssgsirespond to this office within the next

sixty days with a plan as to how these recommeaodsatuill be implemented:

1. DAS should establish processing procedures forC&BRA payments, bringing the
program into compliance with the requirements sethfin the law. These procedures
should also be designed to prevent a reoccurrehesmmrocessed or missing checks.
When necessary, employees should receive appremiass- training in the policies,
procedures, and protocols for processing COBRA gays

2. DAS should properly monitor critical employees’ Wwoloads to avoid unnecessary
payments for denied vacation leave.

3. DAS should audit the COBRA program to ensure it dperating efficiently.
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EXHIBIT A

Lawiiter - ORC - 113,08 Payment and procedures for payment to treasurer. Page | of 1

113.08 Payment and procedures for payment to
treasurer.

Fxoept as otherwise provided by law, every state officer, employee, and agent shail, at the times and
in the manner prescribed by rule of the treasurer of stale, pay to Lhe treasurer of state all money,
rhecks, and drafts received for the slate, or for the vse of the officer, employee, or agent, from taxes,
assessments, licenses, premiums, fecs, penalties, fines, costs, sales, rentzls, ar otherwise. The rules
shall include procedures for desling with checks not accepted for deposit by a financial institution and
procedures for making deposits into the custodial funds of the treasurer of state, The paver shall
specify the amount being paid, the fund to which the amount is to be credited, and any other
inforrmation requirad by the treasurer of stata, The Creasurer of state shall file and preserve the record

of payment.

If a state officer, employes, or agent fails to pay to the treasurer of stale, ab the times ard in the
manner prescribed by rele of the treasurer of slale, any money, checks, or drafls received for the
state, or for the use of the officer, employee, or agent, from laxes, assessments, lioenses, premiums,
fees, penalties, fines, costs, sales, rentals, or otherwlse, the treasurer of state shall Immediately
inform the attormey general Uhereof, who shall prosecole the proper action agalnst the officer,
amployes, or agant and his sureties, but if the treasurer of state is satisfied that the default is the
result of unavoidable acadent, he may delay Informing the attorney general for such time, not to
exceed sixty days, as he considers reasonable, If the officer In default is the attorney general, the
treasurer of state shall notify the gavernor thareaf, who shall cause such measures ta be taken, by suit
or otherwise, as he considers approgriate.

Effective Date: 07-01-1985

hupstfeodes.ohio.gowiorc/113.08 41772009




EXHIBIT B

Lawriter = QAT « 113-1-02 Payments into the siate treasury. Page 1 of 3

113-1-02 Payments into the state treasury.

(A} Fees and moneys Lo be paid Limely

Within two business days of receipt by 2 state entity or deposit inte & state entity's banking account
established by the treasurer, every state entity shal pay to the treasurer zll maneys, checks and
drafts, wires and revenue from financial transaction devices received for the state, or for the use of
any such state entity, from taxes, assessmants, licenses, premiums, feas, penaltles, fines, costs, salas,
rentals, or otherwise, A separate revenue pay-in document supporting the deposil will be submitbed
concurrently with every deposit, In erder to provide efficlent processing of deposits, the procedures

shall be followed as provided in this rule.

(B} Currency preparation

{1} All cash rust be placed at the front of any deposit made intg the state treasury.

() Check preparation and designation of payment
(1) Payes shall be written as: "Ohio Treasurer Richard Cordray” and for his successors as “Ohio
Treasurer first name."” Mo checks received for payment of state fees, taxes, or other charges are to be

returned because of the deslgnation of payment and no state entity shall discard any forms or axpend
any funds to update forms merely to comply with the designation of payment,

(2) Forelgn checks must state that they are payahle in U5, dollars or .5, funds. Any Tforeign check
that does not hawve this language will be returned to the state entity and dediected from the revenue

pay-in docusment.

{3} all checks must have a proper reuting number and account number on the hottom of the check.
Ary check that does nok have this infarmation will be returned to the state entity and deducted fram
the revenue pay-in docurment,

(4} Written and legal amounts must match, IF eithar amount is Aot readable, it should be clasfied in

rad.

(5) Signature fine or lines must be signed.

{6} Checks presented shall have a valid date and shall be presented before their stale date.
(77 All staples and stubs shall be removed from all checks.

{8} T the check has an amount Fmit, the check may not exceed that limit,

(9) Checks shall not be folded or mutllated when bundled, all checks must be presented in good
condition when depositad into the state treasury,

{D) Revenue pay-in doournent preparation
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Lawriler - OAC - 113-1-02 Payments into the siate treasury, Page 2 of 3

{1} List and latel adjustrments, bad checks, cash, and checks separately in the "detailed descriptien of
revenue by source” section of the stake entiby's pay-n document.

{2 When a revenueg pay-in document includes wires or adjustments, other than bad checks, the state
entity shall submit a photocopy of the revenuea pay-in document with the original.

{3) The state entity shall indicate in the detailed descriptlon section of the pay-in form, the total cash,
If any, accompanying the pay-in document,

(4} If & revenue pay-in document does not Dalance to the checks accompanying it, the treasurer's
pffice shall moedify the rovenue pay-in document te accurately refiect the dollar amount of the checks
recaived. A goad falth effert will be made to contact the state entity to determine which revenue
source should be modifled to bring the revenue pay-in document in balance with the checks~If no
respongse from the state entity Is recelved, the first revenue source reflected on the revenue pay-in
document will be modifled te bring it into balance with the checks.

{E} Batch preparation
{1) Checks shall be sent in bundles of not more than one hundred.
(2) Mo more than five hundred checks shall be submitted on @ revenus pay-in gocument.

{3} Each bundle of checks shall be accornpanied by an itemized list tape; each check most be
separately listed on the itemized list tape.

[4) If & state entity Is submitting mare than one bundle of checks, & list tape with the grand total of all
bundles shall be submitted. In compiling the tape, the agency shall:

[a) Subtotal the checks before adding any cash amaunt;

{b) Subtatal, agaln, before subtracting bad checks and adjustments;

{c} Indicate, on the tape, the amounts which represent checks, cash, bad checks, and adjustments.
{d} Show that the grand total matches the pay-in amount,

Boplaces: 113-1-01

Effective; O&/26/2007

R.C. 119.032 review dates: D6/18/2012

Pramulgated Under: 111.15

Statutory Authority: 113.08

Rule amplifies: 113.08
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Shulman, Darren

From: Na Cne _@gmaif.com]

Sent:  Friday, April 03, 20089 519 AM
To: Shulman, Darren !
Subject: Dave Holbrook

I would make sure you go through everything in his office and 1 would not inform Mitch or Mancy,
They have allowed this to g0 on.

4462009




EXHIBIT D

Apr=Bl=08 [1:5%am  Frem-OBYR DEPUTY DI8SCTaR El4=280-5821 TEE PO F-li7

George V. Vaincvich = Govarmar
Francas S, Buchhelzar » Dirsclor

September 24, 1953

HAND DELIVERED

bavid Holbrook

c/o Office of Employee Services
1320 Belcher Dp, Bldg., D-1
Columbus, OH 43224

Dear Mr,. Holbrook:

This I= to notify you that in accordancs with Section
124.34 of the Ohip Revised Code, yon are hereby being
igsued a twenty (20) day working suspension from your
Personnel Officer position with the Office of Employese
Services., The reason for this action is thab you have bheen
guilty of Failure of Good Behavier and Dishonesty.

The snspension shall be considered in effect for the
follpwing scheduled work days: October 4,5,6,7,8,11,12,13,
14,15,19,19,20,23,22,38 ,26,27,28 and 29 1093, Hewever,
since this is'a working suspension you are to work on the
suspension dates identified.

Please - be advised thak this suspension iz appealable
to the State Personnel Boarcd of Review.

Further, Lhis suspension will serve as a last chanee

arrangement and a warning to you that continued viclations
will result in your remowval.

Sincerely,
CNC O 4
Frances f. Buchholzer — A

Director

W/ pp

ooy Charles Schultz, Chief, Employee Sarvices
File ’

v Fountain Square + Columbus, Onis 43224-1387

L=t
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124.134 Vacation leave - employees exempt from
collective bargaining.

(A) Each full-time permanent state emplayes paid In accordance with sectlan 124.152 of the Revised
Code and those empleyees listed In divisions {B}2) and {4) of secton 124,14 of the Revised Code,
after service of one year, shall have earned and will be due upon the attainment of the first year of
employment, and annually thereafter, eighty hours of vacation leave with full pay. One year of service
shall be computed on the basis of twenty-six biweekly pay perods. A full-tme permanent state
employee with five or more years of service shall have sarned and is entitled to ona hundred twanty
hours of vacation leave with full pay. A full-time permanent state emplayee with ten or more years of
servica shall have earned and is entltled to one hundred sixty hours of vacation leave with full pay, A
full-time permanent state employee with fifteen or more years of service shall have earned and is
entitfed te one hundred eighty hours of vacation feave with full pay. A full-time permanent state
employes with twenty or more years of serviee shall have samed and |5 entitled to two hundred hours
of vacation leave with full pay. A Full-time permanent state employee with twenky-five or more years of
service shall have earned and Is entitied to two hundred forty hours of vacation leave with full pay.
Such vacatien leave shall accrue to the employee at.the rate of three and one-tenth hours each
biweekly period for those entitled to eighty hours per year: four and six-tenths hours each biweekly
pertod for those entitled to one hundred twenty hours per year; six and two-tenths hours each
biweekly pericd for those entitied ta one hundred sixty hours per year; six and nine-tenths hours each
biweekly perlod for these entitled to one hundred eighty hours per year; seven and seven-tenths hours
each biweekly period for those entitled to twa hundred hours per year; and mine and two-tenths hors
each blweekly period for those entitled to two hundred forty hours per year.

The amaunt of an employee’s service shall be determined in accordance with the standard specifled in
seciion B.44 of the Revised Code. Credit for prior service, including an increased vacatlon accrual rate
and kagevity supplement, shall take effect during the first pay period that beging immediataly
foliowing the date the director of administrative services approves granting credit for that prior servics,
Mo employee, other than an eraployee who submits proof of prier service within ninety days after the
date of the employee's hiring, shail receive any amount of vacation leave for the period priar to the
date of the directar's approval of the grant of credit for prior service.

Part-time permanent employees who are pald in accordance with section 124,152 of the Revised Code
and full-tima permanent employees subject to this section whe are In active pay status for less than
aighty hours in a pay perind shall earn vacation leave on & prorated basis. The ratio betweoen the hours
worked and the vacation hours earned by these classes of employees shall he the same as the ratia
between the hours waorked and the vacation hours earned by a full-time permanent employee with the
same amount of service as provided for in this sectign.

Vacatlon leave & not available for use until it appears on the employee’s earning statement and the
campensation described in the earning statement is available to the employes,

{8) Employees granted leave under this section shall forfeit their righl to take o to be pald for any
vacatlon leave to thelr credit which s in excess of the accrual for three years, Any excess leave shall
be eliminated from the employees” leave balance, If an employee’s vacation leave credlt is at, or will
reach in the immediately following pay pariod, the maximum of the accrual for three years and the

bt ma emdam ahin emielfara 1734 134 AFrFIn






















