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indirect disbursements for temporary lodging (such as a union check issued to a hotel for room 
rent only) or for transportation by a public carrier (such as an airline) for an officer/employee 
traveling on union business should be reported in Item 48 (Office and Administrative 
Expense).  
 

2. Officer Reimbursements as Receipts 
 

During the audit year,  and former Executive Vice President  
reimbursed Local 1346 for an overpayment of lost wages to them for attending the AFGE 
Convention in August of 2015.  Local 1346 received payments totaling $1,401.80 from  

 and $1,201.36 from ; however, Local 1346 failed to report these receipts 
in Item 43 (Other Receipts).  During the exit interview, Mr. Pawlak advised that he “netted” 
the disbursements to the former officers with the receipts from them and reported the net 
disbursement amounts in Column D of Item 24.   

 
As discussed during the exit interview, the purpose of Statement B (Receipts and 
Disbursements) is to report the flow of cash in an out of your organization during the 
reporting period and therefore “netting” is not permitted.  Local 1346 must report every 
receipt that was received during the fiscal year, as well as all disbursements, in Statement B.  
If a receipt does not conform to one of the defined items in Statement B it must be included in 
Item 43. 
 

I am not requiring that Local 1346 file an amended LM report for 2016 to correct the deficient 
items, but Local 1346 has agreed to properly report the deficient items on all future reports it files 
with OLMS. 
 

Other Issues 
 

1. Expense Policy 
 
The audit revealed that Local 1346 has no written policy regarding reimbursement of travel 
expenses.  During the organizational interview, the officers advised that they are entitled to 
receive mileage and per diem consistent with the government rate for union travel.  The union 
also picks-up the cost of lodging.  This includes travel to the union membership meetings, 
which were being held biannually at the time of the audit at various locations throughout 
Wisconsin.  Mr. Pawlak and Mr. Bachinski advised that members who attend union 
membership meetings are not entitled to the same type of reimbursement, rather they are 
entitled to receive a set amount from the union that is designed to cover all expenses. This 
amount varies from meeting to meeting, based on the meeting dates and location.  Local 1346 
does not have a clear written policy which delineates the types of expenses that union officers 
and members may claim for reimbursement or the circumstances under which they can be 
reimbursed.  To ensure proper internal financial controls over union disbursements, OLMS 
recommends that each union: (1) adopt a clear policy on reimbursed travel expenses; (2) 
establish what documentation is needed for an official or member to be reimbursed; and (3) 
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establish a procedure that provides for approval of travel expense claims.  During the exit 
interview, a compliance tip regarding reimbursed travel expenses was provided.  
 

2. Credit Card Policy 
 
The audit revealed that although Local 1346 disbursed more than $20,000 in union funds for 
purchases made on the union’s credit card, Local 1346 has no written policy governing the use 
of the union credit card.  To ensure compliance with the CSRA, the Department's regulations 
(29 CFR 458), and to safeguard union assets by promoting transparency and accountability, 
labor organizations should establish a written policy that outlines the best practices for 
monitoring credit card use OLMS recommends that unions (1) adopt clear policies and 
procedures for credit card use and payment, (2) maintain detailed documentation to support 
each credit card charge and credit card payment, and (3) regularly monitor compliance with 
the established credit card policies and procedures.  During the exit interview, a compliance 
tip regarding credit cards was provided. 
 

3. Signing Blank Checks 
 
During the audit, Mr. Pawlak advised that former President  signed blank checks 
on at least one occasion.  Your union’s bylaws require that all checks be signed by the 
president and treasurer.  The two signature requirement is an effective internal control of 
union funds.  Its purpose is to attest to the authenticity of a completed document already 
signed.  However, signing a blank check in advance does not attest to the authenticity of a 
completed check, and negates the purpose of the two signature requirement.  OLMS 
recommends that Local 1346 review these procedures to improve internal control of union 
funds. 

 
I want to extend my personal appreciation to Government Employees, AFGE Local 1346 for the 
cooperation and courtesy extended during this compliance audit.  I strongly recommend that you 
make sure this letter and the compliance assistance materials provided to you are passed on to future 
officers.  If we can provide any additional assistance, please do not hesitate to call. 
 
Sincerely, 
 
 
 

 
Investigator 
 
 
cc: Mr. Steven Pawlak, Treasurer 
  




