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	Purpose

	The purpose of this Human Resources (HR) Memorandum is to notify affected employees of the Governor’s authorization to utilize ATO.  DPA Rule 599.785.5 delegates authority to departments to authorize up to five days of ATO during a Governor-declared state of emergency for those employees that meet the provisions of this rule.



	Office closures
	Governor Schwarzenegger has declared a state of emergency due to wildfires in Los Angeles, Monterey, and Placer counties.  DGS operations in Los Angeles, Monterey, and Placer counties areas may be closed due to the fires.  The employees impacted by this disaster may be entitled to ATO. 



	Affected employees
	The Governor has authorized paid administrative time off for State employees who work in the affected areas of Los Angeles, Monterey, and Placer counties.   On a case-by-case basis, DGS has the authority to extend paid ATO beyond the five working days and not to exceed 30 calendar days.  Requests for an extension of ATO should be submitted to Kathy McDonald in the Office of Human Resources.



	Emergency phone number
	DGS emergency phone number is 1-866-556-0704. When you call you will get a recorded message. The message will instruct employees whether to report to work, or remain at home, and will be updated as the emergency situation changes; it will also provide detailed information on building closures. 



	Contact
	For questions regarding this memorandum, please contact your assigned Personnel Specialist.



/s/
MARIA J. LOPEZ, Manager
Personnel Operations Section
ML: KTS
