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Introduction. The Municipality of Anchorage has a complex payroll system with 305 different

eamings codes and a variety of work schedules. The standard procedures require employees to

complete and sign time sheets or other approved time documents, noting the hours worked during a

pay period, which a supervisor then approves and signs. Approved back-up documentation must be

maintained to support leave, overtime pay, acting pay, and other exceptions to the standard hours and

the factored rate of pay. The Municipality uses the PeopleSoft Human Resources Time and Labor

module (PeopleSoft) to record time and attendance data. Policy and Procedure (P&P) 24-10,Approval

uncl Retention of Employee Time and Attendance Records, establishes the policy and procedures for

approval and retention of the time sheets and other payroll documents used to pay employces. [n the

second half of 201 1, Kronos Workforce Timekeeper and its Absence Management module will be

implemented to automate timekeeping which should help decrease manual and paper processes.

Obiective and Scope. The objective of this audit was to determine whetherpayroll transactions were
valid and supported by properly authorized documentation. Our audit included a review of
judgmentally selected payroll transactions from the Office of Management and Budget, Facility

Maintenance, Development Services, Planning, Treasury, lnlormation Technology, and the Clerk's

Office for the time period of January through December 2010. Additionally, we reviewed

compensatory time off procedures in various Departments. Finally, we reviewed call back pay and

call back guarantees to determine if they were calculated correctly.

The audit was conducted in accordance with generally accepted govemment auditing standards,

except for the requirement of an extemal quality control review, and accordingly, included tests of
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accounting records and such other aLrditing procedures as we considered necessary in the

circumstances. The audit was perfomred during the period of .Ianuary 201 1 through February 2011.

The audit was requested by the Administration.

Overall Evaluation. Although call back pay and call back guarantees appeared to be reasonably

accuratc, our testing of various palroll transactions identified scvcral weaknesses. Specifically, we

lound that supporling pay'oll docunrcntation was not always contplctcd or maintained lbr the payroll

transactions that rve testcd at one Dcparlnrent. ln addition, another Dcpafltlent did not compensate a

non-represcnted enrployec for oveninte when it was workcd.

FINDINGS AND RECONTMENDATIONS

l .  Suppor t ingDocumenta t ionNeeds lmprovement .

a. Findine. Supporting payoll documcntation was not always completed ormaintained

for the payoll transactions that we tested at one Depaftment. Specifically, we found

unapprovcd payoll docLu'nents, r-nissitig payroll docuntents, and unsupporled

ovct1inre.

Payyoll Doutments ltlot Approvcd- Six of the nincteen tinte shccts reviewed were

rlissing thc supervisor's signaturc. We also fbund an employee's leave slip was nevcr

signed by the emplovee's supervisor and was signed by the employee six days after

the last date of the leave taken. Finally, one employee was paid for vehicle expenses,

but the vehicle expense repoft was not approved.

Missitrg Payroll Documents - One tinre sheet, a lcave slip, and a vehicle expense

repon could not be located. Although these documents were missing, employees were

still contnensated.
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c.

Overtime Not Properly Approved - Ovcrlinre was not supported with written

approved docunrentation. Specifically, we found four employees had worked

unscheduled overtime totaling 63.25 hours for tlie three pay periods we reviewed.

However, there was no suppofting documentation showing that the oveftime was

approved. According to Depaftment staf{, oveftime was verballyapproved. P&P 40-9,

Doarntenting uttd Approving Overtinrc, statcs that botli scheduled and unscheduled

overt inre requirc supporl ing docuntcntation and approval.

b. Recommendation. Thc Payroll Supervisor shoLrld remind the payroll specialists that

all supporling payoll documentation sliould be completed and maintained for every

payoll transaction.

lVlanagement Comments. Managcrnent concurred and stated, "The Payroll

Supcrvisor t l i rough thc Control lcr and Chicf Fiscal Off icer wil l  rerl ind al l  Municipal

Departntcnts and Agcncies that all timeshccts and suppotling docunrentation must be

approvcd prior to the submission for payment pursuant to P&P 24-70."

Evaluation of Management Comments. Manageurent comments were responsive to

thc audit lrndinrl and rcconrttrcndation.

Emplovee Not Properlv Compensated lbr Overt ime.

a. Findine. One Deparlment did not conipensate a non-represented employee for

oveftime when it rvas rvorked. Instead, when the eurployee left the Municipality at the

end of 2010, a lump sum palmrent of $6,104.93 was paid to the cmployee for 107.5

hours of ovcrlinte that the enrployee clainred he rvorked in 2010. Our review of the

ernployee's time sheets revealed no cvidencc of ovefiime bcing recorded in 2010 and

d.
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b.

c .

no evidence that overlime liad been approved in advance. We were told that the only

proof of overtime worked was maintained by the eniployee. Anchorage Municipal

Code (AMC) 3.30.129, Overtinte for emplovees assigned to runge I7N and below,

states that "Agency heads are responsible fbr seeing that no abuse of oveftime ocours.

All overtime work must have the prior approval of the agency head except in

ernergcncies that precludc such prior approval. Thc agcncy hcad shall review the

record and cerrilj 'oveftinre approved lor paymcnt." In addition, P&P 40-9 requires

thc recluest for schedulcd oveftime to be approved prior to the occulrence of the

oveftirle and recorded on employee time cards prior to submittal to payroll. For

unscheduled overlintc, the overlinre request must be submitted for approval no later

than the second r.vorking day lbllowing the actual oveftime occurrence.

Recommendation. The Chief Fiscal Off iccr should rcntind al l  Municipal

Departnrents and Agcncies that all ovcfiinre n-rust bc docunrented and approvcd irr

advancc as rcquircd by AMC 3.30.129 and P&P 40-9.

Management Comments. Managentent concurred and stated, "'l 'he Payroll

Supervisor through the Control ler and Chief Fiscal Off icer wil l  rcntind al l  Municipal

Dcpaflnterrts and Agcncics that all ovctlinie must bc docuntented, approved in

advancc, and conrpcnsatcd in thc propcr pay pcriod as rcquired undcr AMC 3.30.129.

Addit ionally, Municipal Departnrents and Agcncics wil l  bc rcminded that while

flexible schcduling is allowed for some Municipal employees that it must be done in

tlie same rvork rveek in which the extra hours are worked, and that Compensatory
'l'irne 

is not allow'able under Municipal Code."
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d. Evaluation of Management Comments. Managernent comments were responsive to

the audit findinc and recommendation.

Discussion With Responsible Officials. The results of this audit were discussed with appropriate

Municipal off icials on March 21,2011 .

Audir Staff:
Scott Lee
Jayi Schin
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