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locations. Therefore, the timekeeper does not have the ability to verify
the time actually worked by the employees. At the individual locations
where the work is performed, no one is consistently validating the
hours worked and overtime earned by the individuals. Therefore, it is
not possible to validate the appropriateness of the overtime paid.

Compensatory Time is Not Being Tracked Properly
Auditors attempted to verify whether compensatory time earned during
the audit period was properly authorized and used. The auditors were
Detailed records
of compensatory
time earned and
used are not
available

not able to perform this testing, as the Finance Department does not
keep properly detailed records of compensatory time earned and used.
Staff was unable to provide the history of compensatory time earned
and used during the audit period. This discrepancy creates the risk of
employees utilizing leave that is not earned, which could result in
financial loss to the Division.
Recommendation:
3.

Implement an automated timekeeping system, such as
electronic time clocks or a computerized time entry system for
the hourly employees, that includes timely review and
approval of time worked.

4.

Establish a system for recording and tracking compensatory
time earned and used, which provides a documented history of
activity.

Outstanding
Payroll Checks

The auditor’s review identified 104 outstanding payroll checks, ranging
in age from 30 days to more than 1 year. Most of these checks were
issued to correct a tax calculation error that resulted in underpayments
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to employees. All of the outstanding checks belong to currently active
employees. Seven employees on the list had more than one check
outstanding as follows:
Employee

Number of Checks

Total Dollars

A
B
C
D

2
3
2
3

$291.98
$2,577.30
$183.35
$536.64

E
F
G

2
3
2

$979.46
$2,801.64
$1,463.55

According to the State of Virginia Code §55-210, unpaid wages,
including wages that have remained unclaimed by the owner for more
than one year after becoming payable, are presumed to be abandoned.
Through review of the outstanding checks, the auditor determined five
checks should have been reported to the Unclaimed Property Division
in October 2012. It is the responsibility of RPS to attempt to contact
the payee no less than 60 days prior to the submission of the report.
Once due diligence has been performed and the check is more than one
year old, the check should be turned over to the State Department of
Treasury Unclaimed Property Division by November 1 of each year.
Although RPS does not have a documented policy to dictate how to
handle outstanding payroll checks, the Finance Department had
complied with the State policy and sent due diligence letters to the
payees of these checks. According to Departmental staff, the checks
were not forwarded to the State because the individual payees
contacted the Department indicating they would retrieve their checks.
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Recommendation:
5.

Develop a written policy for submitting unclaimed property to
the State that includes a compliance review by the CFO.

Policies and
Procedures

Lack of Complete and Updated Payroll Policies and Procedures
The auditor requested a copy of the written payroll policies and
procedures. A set of documents was provided that did not include any
formal manual. These appeared to be training documents, rather than a

A formal,
comprehensive
policies and
procedures manual
needs to be
developed

formal policies and procedures manual. The set of documents provided
lacked the following elements of a formal policies and procedures
manual:
Authority by which the document was issued
Consistent

organization and structure of

policies and

procedures
Effective date of policies and procedures
Number and titling of policies and procedures
Distribution to employees and/or electronic access
A formal comprehensive policies and procedures manual must be
developed. Incomplete written policies and procedures, and failure to
effectively communicate them to staff, may lead to unclear job duties
and responsibilities, and inconsistent job performance by employees.
Also, written policies and procedures are important to ensure the
continuity of operations during employee turnover.
Recommendation:
6.

Develop a formal, comprehensive policies and procedures
manual, which should be readily available to all staff.
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