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"""""'rnn"'-""'a"'c "s;,!on Atlanta International Airport 

1
1' 11' 1 

I sTsM 
Hartsfield-Jackson Atlanta International Airport 

Letter of Counseling - Failure to Exercise Due Diligence 

The purpose of this Letter of Counseling (LOC) is to officially counsel you for 
Fa"ilure to Exerclse [)ue [Jiligence. 

Specifically, on October 3, 2014, EBDO F'1151 feported to you at 
approximately 0630 that she didn't have her required BDO notebook to start her 
shift. It wasn't until approximately 1000 before you attempted to provide EBDO 

HbJ(6J lwith her notebook and found that her BOO notebook was in fact missing 
from the locked box. As such, you failed to exercise due diligence. 

On October 10, 2014, I met with you to conduct a pre-decisional discussion. 
During t11e pre·decisional discussion, you were given the opportunity to respond 
either orally and/or in writing to the allegations discussed during the pre­
decisional. You elected to respond in writing, see attached written statement. 

TSA MD 1100.73-5 (Employee Responsibilities and Code of Conduct), dated 
September 30, 2013, provides in pertinent part, that TSA employees are 
responsible for behaving in a way that does not bring discredit upon the 
federal government or TSA, and for observing the following basic on the 
job rules: 

Section 5.A (7): "Observing and abiding by all laws, rules, regulations and 
other authoritative policies and guidance." 

My expectation is that you will fully comply with TSA MD 1100. 73-5 (Employee 
Responsibilities and Code of Conduct) by fully and promptly complying with 
procedural guidance that are given to you. 
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This Letter of Counseling is not disciplinary action and is not grievable through 
the agency grievance procedures. It will not be placed In your electronic Official 
Personnel File (eOPF); however, I will retain a copy of this letter In my local files 
for up to five (5) years to document that you have been placed on notice for your 
unacceptable conduct of Failure to exercise due diligence referenced in this 
Letter of Counseling. 

Please be advised that if you do not correct the misconduct, more severe 
adverse or disciplinary action, up to and including removal, may be initiated. 

Please sign the acknowledgement of receipt below. Your signature does not 
indicate agreement with this action; lt only represents that you received this 
notice on the date signed. 

(b)(6) 

tarts ield-Jackson Atlanta International Airport 

Attachment: STSM Lewis Statement 

Date 

Acknowledgement of Receipt: Letter of Counseling !Failure to Exorcise 
Due Diligence. 

I have received a copy of this Letter of Counseling on the date indicated below. 

l
(b)(6) 

10./ ~ 1 /'iJ.01~ 
Date 

STSM 
Hartsfield-Jackson Atlanta International Airport 

OR 

STSM 1' 1 1 received this Letter of Counseling (Failure to Exercise 
Due o•!r11"'g"'en"'c"'e'"mr""'"crile·d NOT to acknowledge receipt. 

(b)(6) 

Delivery Date/Time 
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Summary of Pre-Decisional Discussion with Employee 

' (b)(6) 
On October10, 20141 met with ST M 

(I ~tetl date) (ln;;,,;;;,,;:,m~pj;;,,,;;,;c.,r;,,;;;,,;;;M;;,;;;,, nloffi"o 11!, r;/,, 

to have a Pre~ Decisional Discussion. At that time: /.3: Z fl 

I advised the employee of the following allegations and the possible consequences of the 
following allegalion(s): 

Allegation #1: Failure to follow procedures 
On October 3, 2014 you failed to follow the practice of TSA Atlanta reporting procedures; that 
opon notification of missing SSI you are to report it immediately It was reported to you at 0630 
, and you didn't 1nake appropriate notification until 1000. 

Allegation #2: Failure to exercise due diligence 
On October 3, 2014 you failed to report miping SSI material in a timely manner. You 
reported that at approximately 1000, MBO (bli61 !contacted you to report the SSI 
missing. It was identified that the SSI had been reported to you at 0630. 

OD-400-18-GC, Para. 2.C.(2), states that TSA personnel must immediately report 
all SSI incidents to their immediate supervisor and to their designated SSI 
Coordinator, as detailed in TSA MD 2810.1 and the associated handbook, 

-~ l provided the employee an opportunity to respond orally and/er in writing. 

The ernployee responded as follow$: 
Orally on , and stated as follows:~------

(lri$ertd<i1e) 

(II more space ls needed, attach additional pages.) 

~----x, __ In writing on_ 10/10/2014_. I have attached a copy of the w1ltten response. 

(Inter! dote) 
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I 

Signed· ..__,,,......,.,,...,,...,.---'---
Name & Title of !he Empk1ye~ Dalo 

to(1o(f~lf __ 

-------.---- ----------- ------------ ---- -----
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1~wr,1 i·ansportat1on ~~~' T . 
:-.~Wd,\ Security ~~- Adn~inistr.1tion 

STSM 
·l:O.:at>Qn o! I 11Cld~nt (Ch'l(;~p0rn1, L~ne, ~tCJ. ..Bllfe a 1,rr..·of1nci<:1ent Y();Jf physw.ip;,MvOfl'ii'CtirM dTOCi<ll'rl\ 
BDO Office 10/3/2014 1000 BOO Office 

f.,<"'mo~o~l~~w;Cc1M=m~O~o~p'1fu•=P'=1.o~,,~\ho~i~~o=oo1"7 ____ i___cc _ _c___c_ ___ _, _ _c_c___ __ --- --

fk>u,.oowl•ot haprencd. Write inc: :OIJl•-<l rnd~c f'roJide f""1,, ~ "f"nioog ~ <£lrlciU11QM Did \111! 1Mividu WIY ~n'f~ ~~~"9!ll¢to®"enl?1 ye~, quo!~ (heir actual 1wrds 'n 
lt>c h%1 ()f yow vl!irdy. lfl(!W0 tm1y,\tiel yoo No:r/M\lll'<:~t'd r.nu·woo. Wlile ciewty /1<'4 IM•t>!/ "I fype. I! ilo:ldlll«1al 1oci1c\ 1~11\quir~. ~l\ae!\ ad<Jrtli:>JIM U.ttlt 
·-- - OWWW OWWW - -· -- 0 --· __ , --

On October 3, 2014, l received a call from EBDd(bJ(6) !stating that she d\d not have her notebook. I 
inrorn)ed her that I will bring her notebook to l1er. At the time that we 11ad a conversation about her notebook, 
I took the following actions: 

I looked into the A.M. shift notebook locked box, and her notebook was not there. Then, I looked into the 
P.M. shift notebook locked box, and her not book was not there. I looked at the notebook audit loQ, and it 
showed that her notebook was last signed in and accounted for on Septen1ber 29,H2~1 14. ry STSM7b'iI6j"J 

l!b!(GJ ~lied STsMllbJ(6J land he did not know the whereabouts of EBDO b 6 notebook. I called 
EBDO lbner, and 1 asked her who she turned her notebook into. She stated that she turned it into n1e or 

(b)(6) 

After unable to locate her notebook, I called STSM libl(61 ho informed him of the missing notebook. All of 
the above mention occurred within an estimated 10 minute tin1e frame. There were n~ long time period 
between the actual conversation that I and EB001hll6' lhad reference her notebook.~ 

b(bJ(G) - -- fo/ tfil?!lm,-~ 
WARNING; Thi$ docuh1cnt n1ay contaln Privacy f\ct protccte o other sonsi\ivo orrn.:itlon, nd f!hould bo protec;tnd f1or11 ~n11uthotil.ed 
disclosure. TSA En1ployccs and contrac!crs may share this infornlaUon within OHS on a nced-to-krlOW basis. Disclosure olihiide of OHS 

n11.1st be approved by the Office of Chief Counsel and TSA Privacy Office. 

!\!il!ilffi!F §ECllRlf.!_ll<~O!U.l ... )]011 
~{G,: THIS RECOR Ill IS COtHROLl.EO UNOER4~ C.f.R. PARTS 15 AND \610. NO PART OF THIS RE CORO lllAY 

Sl!t OISClOSEO TO PERSONS WlltlOllt A ~NEED TO Ktlow; 11.S DEMNEO ' WRITTEN PERMISSION 01" THE 
ll{Jr,lllJISTRATOR OF 1H!i TRAHSPOR1All0tl SECURITY AO!.lltllSffiATlOttOR lHE. SECRETARY OF TRAllSfORTATION, UHAUTHORIZ.E 

Pl'i~llLYIES OROlHER ACTION. fOR IJ,$, GOVtlRNMEUT AGENCIES, PIJUUC lllSCLOSO~E GOVERNtlD BYS U,S.C. ~$~ANO 49 0-FJt Pl\Rl$ 15 At IP 15'~ 
1 S1\-A'fL L0<al form ofT~A ~<11n1~14, I 1110 (Fik 400.')] 
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'SAl'rmploye,e la<llueril ' , ' , ', ,, , , , ' ''' - "'7', ,, 

On 10/10/14, I received a Pre-Decisional Discussion from STSMFbJ(6l !reference two allegations brought 
upon ine. 

Allegation 1: Fai!\Jre to follow procedures. It read: 

On October 3, 2014 you failed to follow the practice of TSA Atlanta reporting procedures; that upon 
notification of missing SSI you are to report it immediately, It was reported to you at 0630, and you didn't 
1nake appropriate notification until 1000. 

This is not true, and the situation on this particular day is not as straight forward as the allegation alleges. 
On 1013114, II was reported to me by EBDO l!b!!6! hhat she does not have her BDO Notebook This 
carries a totally different meaning that a BOO Notebook is missing. lt is not unusual that a BOO states that 
they don't have their BOO Notebook from time to time because in the process of signing officers in at the start 
of the shift which is at 0500, signing radios for the M12 BDOs, and getting the M12 BOO Officers in place at 
the checkpoint at 0515, sometime we have to bring their notebooks to ttlem. All H~Band BOO managers 
have experience this process to insure that the Ml2 mission at the checkpoints start on time and the mission 
is accomplished. 

Also, the checklist (BOO Notebook Audit) that we use to account for the BOO Notebooks reflected that EBDO 
l<bli6l I notebook was accounted for and secured in the BOC) Notebook locked box. So, when l told her that 
I will bring her notebook to her, there was nothing to indicate that her notebook would not be in the locked 
box. EBDO~didn't rnention to me during or after the shift briefing that she didn't have her notebook. 
She went all the way to F Checkpoint tc lnform me. Previously ln a meeting, it was discussed that we can 
allow officers to help with the notebooks, and I had MBDOhbl(6l Ito pass 0~1t the notebooks. Also, we 
have had others officers to help. In reference to the tin1e frame, the only thing that I can speak on to that is 
that n1y blackberry is not functioning properly, The call log is not capturing calls like it should; calls are going 
to voice maH lnstead of my phone ringing. My phone has never malfunction, and all this was occurring 
without my awareness. Until, it became very apparent that I had problems with rny phone on October'/, 
2014. My phone !lad the wrong time, tt1e ringtone on rny p11ane was set to ring loud, but would not ring when 
someone ca!led, and the date and time were wrong on my phone. I asked STSM Ashley to call rrie so that I 
can trouble shoot nly phone and ho called nio setting in. the some office, and my pt1one would not ring. My 
phone was set to ring loud. ! informed STSM Zavodny, and he stated that he was having the same issues 
with his phone, and tie should me what lo do in the event that it llappens again. 

Allegation 2: Failure to exercise due diligence. !tread: 

On October 3, 2014 you fa]led to report missing SSI material in a timely manner. You reported that at 
approximately 1000, MBDdibJ(6J !contacted you to report the SSI missing. It was identified that the 
SSI had been reported to you at 0630. 

The allegation states that I reportnd that MBDOlibH6l I called 1ne to report that SSI is missing. This is 
not how my staten1ent reads. My statenient fead~ that EBDO Lawler stated that she does not have (not 
missing) her BOO Notebook. Not having a notebook is a term that multiple officers use as I tnention in 
?!~?tion ), as managers bring the officers notebook to them form lime to lime due to Ml2 openir 0515. 
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{Type text] 
@Ji$1119# ,£Cblllt 1·:rog110119N 

EBDOiifillliJphone log and my phone log reflect two different things. Again, my phone was not working 
properly, 

At no time that I failed to follow procedures because it was not express that her notebook was mlssing. Our 
Notebook Audit log reflected that her notebook was accounted for. There is a concern that I have reference 
her notebook. On October ~II notebooks were signed out to every BDO that was present for duty by 
a co-rnanager except EBDO~noteboak, and the last tirne her book was signed out/in was Septernber 
:29, :2014 By the same manager. Also, she stated thal she turned her notebook into a manager in the BOO 
Office. The BOO Office is a secure lo~tlon. Then, where is the notebook? Tbere are too n1any issues 
going on with this pa1ticular notebook.µ 

(b)(6) (b)(6) 
/(J /I il-lJI 

W~!!NINc.;1. This do u1nent ma contain P1ivacy Act protecte or othet sensitive In onnation and $hOu!d be protecte fron1 unauthorized 
disdosurtL TSA Employees and contractors rnay share lhis information within OHS on a: nced-to,know basis. Disclosure outside of OHS 

must be ;;,ipproved by \he Office of Chief Counsel and TSA Pr!v;,icy Office. 

~Ellfil._TM<.S.@tl!TY )l!f~A.WJl 
WA!.ill.!!!Q: THIS R~CORO COtlTAINS SEUSITIVE SECURITY INF I.ED UNO ER~~ C.F.R. PflRTS 1S ANO 151~. NO PART OF THIS R€CORD MAY 

nf. DISCLOSft} TO PliNSOHS Yil?HOOT A "NEl!O TO KNOW." AS OEFIN!!.O JN 49 C.F.R Pfl nm WRnH:iN PEPMISS\ON OF IHI:: 
AOMlt(ISTRATOR OF THf. TRANSPORTATION SECUf!.ITY A!H~INISTRAYION OR THE Si:C1ulrARY 01' TRANSl'OftTAllON. UNAU LT IN CIVIL 

PENAL TIES OR QT HER ACTION. FOR U.S. OOV£Rtl~ir.HT AGEUCIES, PUl:ILIC Ul$CLO$URE GOVERN~O l;IY ~ U.S.C. ~62 ANO ~9 C.F.R, P.\R.lS 1~ AND 15tQ. 
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-
~ 'I'rausporti\tion 

Security § Ad111inistratiou 

On 10/3/14, around 1000 hours, I received a call for EBD~statlng that she does not have her BDO Notebook. 
ln(orn1ed her that 1 wit! get her notebook and bring It to her, As I opened the secured box \n which we keep the 
notebooks for the A.M. shift1 l noticed that her notebook was missing. Then, I opened the P.M. shift box, and her 
notebook YJa.'i not in the P.M. shift locked box. I called rny co· roan ager STSM Jackson, and he stated that he does ne>t 
know the Whereabouts of her notebook. Also, lie stated that he passed the notebook out on 10/2/14. lhe notebook 

. log does not indicate that EBDO[(fil(fil]notebook was signed out to her on 10/2/14or10/3/14, but she stated that she 
had it yesterday {10/1/14). Also, I asked EBDOilbl16l !who did she give her not book too on 10/2./14? ~BDO 
b 6 tated that she gave It n1e or Eddie, but she was not sure. Tia~ notebooks were passed out by MBDO ~ 
(b)(6) oday (10/3/14).J'?i•J o( :;,J.,l,,w.<{, 't 

WAR:,m·~~C:.,t;.{t;;;.jc;;,;01of'iivac;7'c\piolict ·.'" .,~;.~~1iive,~&\.~'hoiii,{:{iJ.t, ~'~~""'°"""'' 
disclosure. TSA EmployEtes a s nu\y sharo \his information Wilhln OHS on a nced·to"know basis. Disclosure outside of OHS 

musl be approvo of Chtef Counool and TSA Privacy Office. 

\'fillillilli;I_: THIS RECORO COrffAl~I$ a~H:S.lilVil S!'.COfltTY1NfO!lMIWIOO 11 A1 IS 001lfROLll!.OU!lC~R4$ c. • . to 1G~O.NO f'ARl or l'HIS ReCOfl'O MllV 
~~'"lilSCLO$EO TO PERSCNSWITKO\JT A "NEED TO KNOW! ASOEflN,OIH "~C.f.fl., l'AflT$1G AHP 100, l:XCl'.f'T Wlltl RMIS.SIO/i ()F THE 
AOMitllSff!ATOft o~ THE TRAtlSf'ORTATION S!tCURllY AOMlNISTRATt<lN OR lHl'l SECRETARY cw 1RAH$V¢1llATl¢U. UUAIJTHORlteo Rl<lE 111 CIVIL 

1'1:11Alllli:$ OR OTHliA. A¢TION. FOR IJ,.$. GO'IERN~1Etll AGlll{Cli;s, PusljC Dl$CL(l$LIR!': GOVERNED ey 6 U.$,C, H1 ANP 49 c F.R. rARTG 1& AND 16 
ThA·ATt. Loo~\ roon~fTSA l'Mll• 414, 1111~ lftt•: 400,?J 

--- ---- ·------
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Hartsfield-JaL Jn Atlanta International Airpc)rt 

CASE NUMBER (ATLIAHN): -----­

CASE NUMBER (HQ): --------

Ben-EPps Athens Airport 

Tr 
I . 

a!jl.sportat1on 
Sedirity 
Administration 

STATEMENT FORM 

l(b)(6) 

NAME:~·========'C---.......,==o=------~ 
404·895lifillfill 

TELEPHONE NUMBER:------·---

STATEMENT: 

ADDRESS: TSA·ATL 

I 
Qn.J.h.11r§,i!.ay OctobeL2_._2_QJ1J!!JJJWrQ_{liJnately 051Q._IsM(bJ(6l I gave 1ne nl)'. notebo~k. I \Vi!§. 

assigned to MCP for the e11tfre day and "\Vas utilizing my notebook for the entire duration of n1y[\vork 
ass ig11nie11t . Pl,~.i1sc vie' • cn111cras for ve if(c11tion _s~cifica\ly TlJC area 0(100-' 000. A~l11J.5. J. returnc_tl .Ill.)'. 
110\_ebook to TSM b 6 ) 

Tuday ()ctoQgr 2014 at n l :'(lrnale\y Q630 l infonned __ :r~li11(b)(6 l lofthejY.bsJsaGouts of 111Y. 
notebook. MBDO b 6 nssed out the notebooks for the entire shill but I never recei\!ect 1ny 
not book. (b)(6) state (b)(6) had co!lectcQJ!Q.tcho"oksJIJG_tif,ty p_dor ru1_Qjl1at n9_g11.c signcQ.in~.ill 
Olff, - I 

Tanzy Ut\vlcr 

NAME (Print) 

~-::;); 2---_JQL031~1.:!.__; 
. --------- -~ -

SI RE DATE 

---·····"---·-- .. -···--·-·· 
WITNESS (Signature) DATE 

Page_of_ 

I 
' 

PER AKING STATEME.NT (Print Name) 

TURE 

FORM ATL TSA40J.1e-1 Rev. (9104) 
I 
' I 

------ ··--···---
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Hartsfield.Jac1: .... n Atlanta lnt:ernatlonal Airport 
Ben-Epps Athens Airport 

CASE NUMBER (ATLIAHN): 

CASE NUMBER (HQ): -------

sportation 
rity 
inistration 

STATEMENT FORM 

l(b)(G) 

NAMEL.-------,----Je---.,,""'~=.--
1 l(b)(6) 

TELEPHONE NUMBER: _l/~b~l/_-~?~i/~!.t~·-1, ___ .J---

STATEMENT: 

ADDRESS: __ I~S~A~-A~T_.,J ___ _ 
I 

0!1 fri a October 3 2014~t'll2121'QXi111atfily_Q~92.hot1rs[[SMlibll6 l , !asked 
could I 1'1161 hand out the BDO notebooks while he condu tcd the morning 
shift brie[. As I conc.lu<led handin out the notebooks I noticed that MBDO (b)i6J 

FbJ(G) mm ldid ;1;.--·· o~k in the box. I !hen loQkecl at the che50.kJi;;L,lliLinJJi.£ 
£Olt111Jn wit fb · 1 a1nc the check in and out areas tOr esterdn :october..2.i 
2014 forber ia 110.1111 1a s. 

(b)(6) 

'IW'E 

WITNESS (Print Name) 

WITNESS (Signature) DATE 

Pagej_of_I 

11010312014 
T (Print Nan1e) 

(t:J :J'i:t" 

FORM AIL TSA400.18·1 Rev. (9104) 

---··--·---
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On 10/3/141 STSMl(b)(G) lwas tiotlfi~d by STSMl(b)(G) lafound 10:00 that LBDO 

l(b)(G) I BOO Notebook was unaccounted for. STSMHbl(6) !informed 111e that he checked both 

A.M. and P.M. lock box and the SDO's off!<:e with no ~~"-'.Jlll.at.lii.J&lllielli'-~ 
(b)(6) 




