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Transportation -
Security
Administration

Interoffice Memorandum

Date; Novemhar 19, 2013

To: (B)E)
Expert Behavior Detaction Officar
Indlanapolis thternatlonal Alrport:

From: thrahlm Ghulam :
: Transportation Securlty Manager
indlanapalls International Alrparl

Subjest:  Letter of Counsallng

Tha purpose of (his lstter Is to counsel you for the ncldent regarding annual leave request for
Mavembar 30, 2013, You infermed me that vou wera awars that a slof was avaliable on the
calendar, which was vacalad by BDdue to schadule changs, However,
when STSM Anderson dlsapprovad your leave request, you did not Inform hm or ma, about this
agrror. Instead, you Inifiated a roguaat of assistancs form AFSD-Batt, which resulted In an

unnacessary amail string and Involvad taking attentlon away for mote pressing lsauas by an
official of Transportation Saclrity Administration

This matter could hava bean resolved by simply polnting out the error ta the STSMs, Your
soncluct was unprofesalonal and unaccaptalie,

itis my expeciatien that you Immediately notify an STSM about incidants which effect the daily
oparation of the BOO program, In addition, use courtesy and tact whan déailng with fellow
workers, supervisors, contracl personnel, and travalling public, aven in the face of provacatlon.

Please be advised that any future Incidents of miscanduct may result in disciplinary actlon, up to
and ineluding removal from Federal service, i you nead further clarification ragarding thie
memarandum and my expectalions, please let ma know,

Thia lelter of counsealing ls nat a discipinary acllan and may not he grieved thraugh the agenay
grevance proceduras, nor addressed via the Paer Revlew pracoss (whara applicable), This
lotter will not s placad in your Officlal Persannel File (OPF). However, a capy of this lelier may
he retalned in the local supervisary fiie for up to one yaar as documentation that you have heen
placed on notico regarding this Issue of concern and the eoneagtiences of repeated behavior,
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The Employes Assistance Program (EAP) Is avallable to you to provide cotnseling services andlor
asslstance and may be contaoted of 1-800-222-0384. The EAR is a copfidentlal resolree deslgned fo
help employess address a wide range of personat o famlly lssizes.

Ploase sign the acknowladgement of raceipt below. Your slgnatura doss not indicate

agresmaitt with this action, iLonly represents racalpt of this notice on tha date sigred,

Acknawledgemant of Reoeipt
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Employes's Signature Date /

Rollvery Information:

Hend Delivered By Dato
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