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APR 4 2012 

MEMORANDUM FOR KEVIN HAG ERTY A~/j I ~ Cl 
DIRECTOR 1/ -/( L~:: V 
OFFICE OF INFOR ATION ESOURCES 

FROM: 

SUBJECT: 

OFFICE OF MANAGEMENT 

KENNETH T. VEN UTO, DIRECTOR/~//)/ ~ 
OFFICE OF HUMAN CAPITAL MA~EMENT 
OFFICE OF THE CH IEF HUMAN CAP ITAL OFFICER (HC) 

Request to make an administrative change to DOE 0 322.1C, PAY AND 

LEAVE ADMINISTRATION AND HOURS OF DUTY 

PURPOSE: HC req uests app rova l to revise one pa ra graph of the Order to sati sfy an action item 

in the Office of th e Inspector General's FY 11 Aud it Report of DOE's Consolidated Financial 

Sta tements. 

JUSTIFICATION: The Office of Inspector General's last 2 an nual FY reviews of selected DOE 

elements' records identified that some elements had not established an alternative method for 

approving leave or other absence when they did not use the electronic version of the OPM 

Form 71 as required by DOE 0 322.1. As a result of the audit f ind ings and HC and CF agreement 

w ith the recommendations to th em, we are proposing a revision to the Order that requires 

Departmental elements to use the electronic OPM Form 71 or req uest approval from the 

payroll team to use an alternative method (if they are not able to use th e electronic form). 

The attached administrative change has been coordinated with and concurred by CF's payroll 

sta ff. 

WRITER: Bruce Murray, 202-586-3372. 

ruce M urray, 202-586-3372. 

Concur: -IJ'--J,<>..LF-¥---'-+ -- Nonconcur: ________ Date: f/;~/do)O--" 
Attachment 
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