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EXECUTIME SUMMARY

OBJECTIME

The obpctine oftis revew was to exallat empbyees” adherence to polkies and
procedures for documenting and re cording time and atie ndance data for payro il
purposes in t e SociallSe curity Adm inistration 3 (SSA)O flice ofDisabity and

ht mationa I0 pe rations (OD D)

BACKGROUND

The nature and extentoftme and atie ndance data mustbe such t at
managementcan re ¥ on supe nMsors and ot e r officiall to cone cth and

complt ¥ accountforemp byees atke ndance and periods ofabsence. SSA
timekeepers used e Departmentofi ealh and # um an Senices *(f § S) Guide For
Timekeepers as teir primary guide t© time and attendance management k
addition, onert e years, SSA managementissued a num ber ofmemoranda to

furtt er chrify and manage em p byee and timek ee pe r actions.

For Fscallyear (FY)1997,0D D paid mor tan 74.4 milbn in sahries and
Bae benefis 0 4,186 empbyees. We se Bcted a random sampll of

8 (from 171)timekeeping unitt for audit PayroBcost forth ose units amountd
1 B130,630 fortie singll pay period ended Nonember 23, 199 6.

Our auditw as performed in accordance w itt general} accepttd gonemment
auditing standards. We examined alltime and ate ndance transactions for
conrectess and docum entation forth e units se Icted forrevew . We allo
conductd an unannounced \sitto each unitto \enfy t ateach empbyee who
signed-in forw ork w as presentand accountd for. h additon, we reconcilld
each empbyee T Mainframe Time and Atiendance System (MTAS)record w ith
anai kb I docum entation and nottd undocumentd orinaccurat ¥ recorded time
and atiendance data. The fie B work was conductd from January t rough
October1997.

RESULTS O F REVVIEW

We found t© atint mallcontroll were notconsistntl enforced to ensure tt atall
basic time and atie ndance procedures were folbwed. Because ODID timekeepers
were notmaintaining required time and atie ndance documentation, tey were



unabll ©supp b us witt te necessary documentation to supporttime and

atke ndance dataentries in MTAS. Asaresulbwe estimatd t atte
undocumentd transactions w oull propctto 95.9 milbn in h ours worked and
Baes ofabsence recorded in MTAS. We allo found @ attime and ate ndance
datawere notaccurat ¥ entred into MTAS on a consistntbasis. As aresulk
we propctd t attime and atie ndance data valled at$hL.9 milbn for Fy 1997
had been inaccurat ¥ recorded in MTAS. Whill documentatonshowed &t atOD D
timekeepers h ad conecttd MTAS e norsom issions estim attd at$809 ,000, no
docum e ntation w as pronMded to identify tie rrasons fort e remaining H.1 milbn
in re cording inaccuracies. Spe cific findings were:

B TMEKEEPERS WERENOT COMALYING W ITH TME AND ATTENDANCE
PRO CEDURES

Sign-hAOutRostrs Were Not\rified
Time and Leawe Documentation W as Not Prope r§ Maintained
Wor and Leaxe Data W as NotA b ays Accurat ¥ Recorded on MTAS

B SUPERMISORS WERE NOT FULALLING TH ER TME AND ATTENDANCE
RESPONSBILITES

Sign-hAOutRostrs Were Not\rified
App kations for Leane (Form SF71)Were Eit er hcomp € or Missing
Supe nsors "Ce rtification ofFM TAS Data W as e fle ctine

B NSUH-ICENT MANAGEMENT O\ERSIGK T

CONCLUSION AND RECOMMENDATIONS

Based on our auditofeigh tOD D timekeeping units, we found @ atint mal
control were notbeing adhered to on a consistntbasis. Documentation h ad not
allays been “fetained as an officiallagency record anaikbll for re\vew and

inspe ction.”® A o, t e accuracy and com pIteness ofM TAS w as com prom ised
because entries were eit eromited, unsupported, or incorre cth cat gorized.

Furtt erm ore, supenvjsory rexsew s were notall ays performed and st were not
conductd periodicall o ensure e accuracy oftime and atie ndance data. As a
resulb managementcoull notassure t atbasic time and atie ndance procedures
were folbwed. Consistntadierence to intmallcontroll requires comp Btness of
data, accuracy in recording and m aintaining such data, and e nsuring approprnat
aut orizations and appronall. These measures are essentialorensuring t e
integrity ofa time and atie ndance payro Bsystm.

1 Rewsions t Titl 6 on Pay, Leave, and A Bbw ances (GAO/A MD-9 6-001c), March 199 6, Ch apter 3.3 B.



We recommend © atOD D impEmentt e foBbw ing conectine actions w hich
require t at

Timekeepers are instructtd on te im portance ofatiesting t t e accuracy of
time and atie ndance data when approMng and signing such document.

Timekeepers adhere t© time and atie ndance po kies and procedures by signing
and atiesting o t e \valdity ofeach sign-infign-out roser.

Timekeepers retain and m aintain propertime and atie ndance and Ba\e
docum entation t supportalitime and atte ndance and Bae data in accordance
witt SSA rtnton requirement.

Supe nsors \enfy recorded MTAS inform ation t© source document prior to
ce rtification.

Supenssors im\estigat te remaining 39 M TAS discre pancies and proude
appropriat conrections t empbyees® MTAS records.

Timekeepers and supe nMsors rexsew daif and o\ertime sign-inAign-out ros € rs
and signify t att ey are in agreementw it te inform ation contained t e reon
by signing each rostrin te space promded.

Supe nsors obtain, sign, and \enfy Forms SF71 for com pltness and
accuracy.

We allo rcommend &t atSSA management

Pronde for M TAS guidance which wou Bl instructtimek eepers and supe nsors
oft e need o conductadequat renews oftime and atie ndance data prior to
\£ rifying and ce rtifying payro Bdata being entred in M TAS.

Require imekeepers  use t e appropriat M TAS conection procedures for
m ak ing adpsting corre ctions  time and ate ndance re cords.

Resume OD D intgrity revew s oftime and atie ndance practices and

re cord-k ee ping in orde r to promMde manageme ntan assessmentofcom p lBnce
w it int mallcontro Bprocedures. The frequency ofsuch rexsew s w ou ll be
dependenton progress made by timekeepers in im proMng t e accuracy and
compBEness in recording time and atie ndance data, as we las m aintaining
re ke d supporting docum e ntation.



We allo identified sexerallotierareas ofconcem. Whill each itm in and ofitse F
is notsignificant we be Exe ey shoull be addressed. These iems are identified
inte "OterMatkers™ section.

SSA COMMENTS

SSA concuned wit te Office ofte Ihspector GeneraB (0 IG) findings and
recommendations. H owe\er, SSA did wantt not t atforthe period te audit

w as conductd, t e buiBings occupied by OD D (cunenth know n as O ffice of
CentrallO pe rations)w e re unde rgoing e XE nsine renovation requirning fiequent
movwementoffills and equipment These circumstances, abngwit te shifting of
pe rsonne o and from training c ksses and assignment outside @ eir nom allw oK
area, rsulkdin te misphcementofsome payro Bdocum entation.
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INTRODUCTION

OBJECTIME

The obpctine oftis revew was to exallat empbyees” adherence to polkies and
procedures for documenting and re cording time and atie ndance data for payro il
purposes in SSA3 0DD.

BACKGROUND

The nature and exentoftime and ate ndance data mustbe such t at
managementcan re ¥ on supe nMsors and ot e r officiall to cone cth and

complt ¥ accountforemp byees atte ndance and periods ofabsence. To assure
accuracy and achiexe ahigh e lofr lbilty in SSA 3 time and atie ndance data,
and in accordance witt te GeneralAccounting O ffice ¥ (GAO)guide bhes, alitime
and ate ndance reports and supporting documents musthbe revew ed and appro\ed
by timekeepers and supe nssors. Approvall shoull be based on personal

obse nation, w ork output, timek ee pe r\e rification, ch eck ing data againstot er
inde pendentrsources, re lance on ot er contro I, or a com bination oft ese

met ods. Appronall shoull allo be based on otiernecessary £st  \enfy t at
re corded atte ndance and periods ofabsences are reasonabll and albw abll and
te bestofte timekeepers "and supe nasors % now Bdge are true, conect, and
accurat in accordance witt appkabll hws, regu htions, pokies, and guide kes.

The folbw ing po kies and procedures proMde guidance on time and ate ndance
maters for SSA timekeepers and supe Nsors:

HH S Timekeeping Manua Hor Tim ek e e pe rs /Supe n4sors

SSA ODD's Time and Ate ndance Guide

SSA MTAS Training Manual

SSA MTAS UserManual

HH S Guide For Timekeepers

GAO Poky and Procedures Manua Hor Guidance of R deralAgencies
GAO Rewsions to Titl 6 on Pay, Leaxe, and A Bbw ances

Additiona®, SSA 3 Office off um an Resources, in a seres ofint malim e m oranda,
expressed te importance of. (1)te need forsignatures ofbot te manager and
timekeeperon sign-inoutforms ;(2)timekeepers’ com parison ofearnings and

lave staements ofalkemp byees againstadm inistratine time and Bawe records so



t aterrors can be conected immediat ¥ zand (3) t e im portance ofh auvng
adequat documentation.

OD D is responsib B for processing app kations for Socia ISe curity (tth 1D
disabily benefis. More t an 4,000 adm inistratine and supportstaff, inc liding
171 timekeepers, work in OD D and are bcatd in se\e ralbcations in and around
Balim ore, Mary hnd.

ForFY 1997,0DD paidmor ttan E74.4 milbn in sakbries and Bawe benefit O
4,186 emphbyees. hte 8 timekeeping units se Icted for audit, we found t at
OD D payroBcosts amountd t© $130,630 (for a totalof268 emp byees) forth e
sing l pay perod ended November 23, 199 6.

SCOPE AND METH ODO LOGY

To ach iexe ourobpctine, we: (1)intnMewed SSA H eadquarte rs ™ um an
resources personne las we las ODD timekeepers and teirmanagers to detmine
whetterttey were folbw ing t e procedures specified in app kabll regu ktions and
guide bes 3(2)se Icttd te pay period for November 10 t rough 23, 199 6 and, on
asimpll statistica® random se Bction basis, se Ictd eigh ttimekeeperunits for
which we renewed tie various time and atie ndance and Bawe documents

(e.g., Forms SSA-29, SeriallO\ertime orf olday W ork Atte ndance RostrzFoms
SSA-30, SerallTime and Atiendance Rostrs ;Forms SF71, App kation For Lea\e 3
etc.)z(3)compared t e inform ation reported on e re\ewed docum e ntation t
each emphbyee's MTAS record o detemine whet ertime and atie ndance and
lave datawere reported and recorded cornectl on a consistntbasis ;and

(4)m ade unannounced \Usits to each oft e eigh tse Bcted timekeeping units
\enfy t atemphbyees were presentift ey h ad signed in on t atday's Fom
SSA-30.

Our auditw as performed in accordance w itt general} accepttd gonemment
auditing standards. The fie B work was conductd from January t rough
October1997.



RESULTS OF REVIEW

We found t atint mallcontroll were notconsistntl enforced to ensure t atall
basic time and atie ndance procedures were folbwed. Because ODD timekeepers
were notmaintaining required time and atie ndance documentation, tey were
unabll ©supp b us witt te necessary documentation to supporttime and

atte ndance dataentries in MTAS. Asaresulk we estmatd t atte

undocum ented transactions w oull propctto 5.9 milbn (see Appendix A-1)in
hours worked and Bawes ofabsence recorded in MTAS. We allo found t attime
and atie ndance datawere notaccurat ¥ entred into MTAS on a consistntbasis.
As aresulb we propctd t attime and atiendance data valled at$Hl.9 milbn (see
Appendix A-2)for FY 1997 h ad been inaccurat ¥ recorded in MTAS. Whil
documentaton showed &t atOD D timekeepers h ad conected MTAS

eors omissions estim attd atI809 ,000 (see Appendix A-3), no docum e ntation
was provded o identify te reasons fortie remaining E..1 milbn in re cording
inaccuracies. We detemined @t atimpronements were needed in: (1)timekeeper
complnce wit time and atie ndance po kies and procedures 3(2)supe nisory
rexvew oftimekeeper performance ;and (3)managemento\ersigh t

TMEKEEPERS WERE NOT COMPLY NG W ITH TME AND ATTENDANCE
PO LICES AND PRO CEDURES

Timekeepers were notcompking witt time and atie ndance po kies and
procedures which required tem t \enfy and atiestby signature alkign-inAign-
outrostrs exery day fortieirunits. I addition, timekeepers were required
retain such documentation forno Iss tan 3 years, and record t e data into
MTAS comp It ¥ and accurat F.

Sign-hAOutRostrs Were Not\rified

Timekeepers were required to signandentrteirtimekeepernumberon te
preprintd signature ke bcatd atte botiom oft e sign-infign-out st rs? in
orderto \enfy te ime and atie ndance data. \rifications are confirm ations,
usual® by timekeepers, tt atrrcorded inform ation is true, conect, and accurat t
te bestofteirknow Bdge. \énficaton enablls timekeepers o check ortstt at
recorded work-time is reasonabl and albw abll.

2 Diusion ofManagem ent SupportDirctor3 mem orandum , section 6, efRctine Aprill3, 199 4.



We revewed 440 sign-inAign-outrostrs which were required to be certified by
timekeepers. The timekeepers did notsign 119 (27 percentofte roskrs. For
exampll,in 3 oftie 8 timekeeperunits, timekeepers h ad notsigned 102 of
210 (49 percen rosers.

Because ofchanges inODID timekeeperpersonne Bwe were unabll o inte njew
altimekeepers regarding teirfailir © comp ¥ witt time and atie ndance po kies
and procedures. Furttemmore, because oftie time Hhpse between t e pay period
auditd and ourintndews, as we llas tie xollime oftime and atle ndance
transactions timekeepers processed, e imekeepers we did inte niew were
typicall unabll © rrcallkspecific exents orrrasons forfailir o compk.

Time and Leawe Documentation W as Not Prope r§ Maintained

Because em p byees are paid, accrue Bawe, and ch arged Baxe on an h ourk basis,
a complt and accurat record oftie hours anemphbyee works oruses Bawe
mustbe retained as an officiallage ncy record anai kbl for re\few orinspection for
a period ofno Bss tan 3 years.®> H owe\er, fortie payro Mperiod auditd, we
identified 130 instances where no supporting docum e ntation cou Bl be bcatd for
836% h ours ofrecorded Bawe or atiendance. The chartbe bw exphins te
instances oftime and atie ndance forw hich documentation w as unavaihbll:

Tabl 1: SUPPORTING DOCUMENTATION UNAVA LABLE

ANMERAGE ESTMATED

TYPE FREQUENCY H OURS PAY RATE \A LUE
Regu br 65 513% H6.97 9,714
O\ertime 16 55% 925.45 H,412
Annua ILe a\e 24 155% H6.97 32,643
Sick Lea\e 10 80 H6.97 $,358
Misce Bneous 15 31% H6.97 $ 539

Le ave

TOTALS 130 836Y H4,666

3 HH S=Timekeeping Manua Hor Tim ek ee pe rs Supe nisors (August199 3)pages 1-14.
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Abough tie timekeepers we inendewed generall coull not e callk pe cific
instances ofw hy certain documentation w as unanaibhbll, t ey did stat t at
difficully existd in obtaining sign-inAign-outform s foremp byees in training or
detailld to anot erunit Exen t ough timekeepers woull obtain t e em pbyees’
time and atie ndance inform ation, t ey did notall ays fobw up on obtaining
supporting documentaton. As aresull te onerallintgrity oftme and

atie ndance payro Bre cords was com prom ised.

Work and Leaxe Data Were NotA b ays Recorded Accurat ¥ on MTAS

The primary obpctine ofa time and atiendance systm is o ensure t attie h ours
wored, hours in pay status, and h ours absentare accurat ¥ recorded and are

re lBb 1 t© com put pay, Bave, and albw ances. To achie\e tis obpcti\e,
managementis required t h ave in p hce intt mallcontro kystms t at prowvde
reasonabl assurance t attime and atiendance dataare “*. . complt ¥ and
accurat ¥ recorded and rtained . . . .<¢

Our auditre\ealld 67 discre pancies, representing 194% h ours, where time and
atie ndance datawere omitied orinaccurat ¥ recorded.

We found:

= 19 instances of la\e, otabhhg 65% hours, used by emp byees h ad notbeen
recorded 3

= 9 instances where empbyees Taccounts h ad been credied wit a totallof
10% hours Bawe t athad notbeenearned 3

= 15instances where empbyees had been charged witt using Bawe, totalhg
48% hours, when existing docum entation dischbsed ttatt e em pbyees h ad
worked 3

= 15 instances, totabhg 18% hours,where empbyees had accrued Baxe andfor
o\ertime t athad notbeen recorded o t eir M TAS accounts zand

» 9 instances, totabhg 52 hours, where time or Blawe datahad been recorded
MTAS in tte w rong catgory zi.e., sick Bavwe as annuallla\e, etc.

h an e flort to ack now Bdge SSA's actions in ide ntifying and cone cting inaccurat
andsromitied time and atie ndance data, we examined MTAS records fortie

4 I accordance with Rewusions © Titl 6 on Pay, Leave, and A Bbw ances (GAO/A MD-9 6-001C), Marci
1996, Chapter3.3.



4 pay perods subsequentto te pay perod used in oursampll to detmine ifany
ofte 67 discrepancies h ad been conecttd. We found t atonk 12

(17.9 percentofte 67 discrepancies had been conected. We allo contactd te
managers responsibl fortte 8 timek ee ping units being auditd in regard o t e

re maining 55 discre pancies. According to tte managers, 4 discrepancies were
identified and substantiatt d as com pensating adpustm ents for prior pay pe riod

re porting inaccuracies. This practice w as notin accordance w it M TAS guidance
which required use ofa retroactine adjstment, amendment, or Baxe conection
action. Furttemore, te MTAS training manuallrequired t e adpstmentto be
annotattd on tte empbyees MTAS record, t ereby identifying t e conection
adpstment Averting int mallcontroll o expedit payro Binform ation introduces
t e sk ofunaut orized transactions being entred into t e time and atie ndance
payro lsystm.

None oftte managers refuted t e discre pancies and, prior to conc bision ofour
rexdew , managers indicatd t at12 ofte 51 discrepancies had eit erbeen
conectd ortheir correcion w as fortht coming. No ot er inform aton w as promded
conceming t e remaining 39 discrepancies.

Abough tmekeepers inendewed coull notdetemine te reason tie abo\e
discre pancies occunred, we were informed by timekeepers and managementt at
some timekeepers be Exed t atoflse tting an e nor for a pre\fous pay pernod by
creating a count r-babhncing entty in a ke r pay period w as an acce ptab il
practce.

SUPERMISORS WERE NOT FULALLING TH ER TME AND ATTENDANCE
RESPONSBILITES

The primary obpctine oftime and atiendance systms is tbensure t atte
empbyees ™ ours in pay status or absence ofsen4ce, are reported accurat ¥ and
complt k. Mor specifical}, GAO T Poky and Procedures Manua Hor Guidance
ofRRderalAgencies states ™. . . supensors are accountabll for. .. te wor time
and absence ofempbyees forwhom tey are responsibll . .. ." Furttem ore,
supenssors are charged witt te responsibilies off (1)getting Bawe supporting
document from empbyees 3(2)re\ewing timekee per pe rform ance regu brk ;and
(3)certifying t attie timekeeperis proficientin perform ance oftimek ee ping
duties.®

Sign-hAOutRostrs Were Not\rified

5 HH S Guide For Timekeepers, pages 2-10 and 2-11.



Manage rs Aupe n4sors are responsib l forvernfying ©t attime and atie ndance data
are true, conect, and accuratt  te bestofteirknow Bdge, as we las  ensure
tatte timekeepers are performing t eirtime and atie ndance duties proficie nth.
By signing e time and atie ndance forms where required, m anage rs Aupe Nnsors
allo affim t atte recorded tme and atte ndance data are reasonabll and
albwabl.® h te course ofour audit we re\vewed 59 1 sign-in&ign-out ros € rs
which were required to be certified by manage sAupe nsors. Our re\vew
dischbsed t att e manage rsAupenssors did notsign 96 (16 percenthofte
rosers. Oftie 96 rostrs, 69 were notsigned by eith er am anage rAupe nsor or
timekeeper.

Additonal}, one oftte managers albwed a timek ee per to sign-in and sign-outon
tesane roserthe timekeeperw as \enfying, exen t ough timekeepers are
proh ibited fiom \erifying tieirown time.’

App kations for Leane Were Eiter hcomp € or Missing

Exceptforemergencies, allla\e is  be requestd in advance in w nting to tie
emphbyee’s supenssor. The Form SF71 was designed t satisfy tis requirrment
Supenssors are o revew Forms SF71 for com pB€ness and accuracy and, iftie
requestis approned, sign e form in e appropriatt phce.® Our auditre\eald

t atin 51 (10 percent) of 525 situations requinng Forms SF71, none cou ll be
bcattd. The missing Forms SF71 representd more t an 267 h ours of Bawe
used. Oftte 474 Foms SF71 present, 57 (12 percen®were incomplit,
representing more t an 267 h ours of lae.

Supe nsors "Ce rtification ofFM TAS Data W as e fle ctine

Th e supe nasory ce rtification process is a crucia linte ma lcontro it ataffords an
opportunity to identify e mors and conecttime and atie ndance entries before tey
are enttred into MTAS. Managers/Aupen4sors are charged witt te responsibi iy
ofr\vew ing and ce rtifying time and atie ndance entries prior to subm ission for
paymentt rough MTAS and te payrolksystm. MTAS instructions allo adwse
te certiferto Blae te certifyfleny fie B empty ifheAhe is notcertain as
wheterto certify ordeny. This enablls tie certiferto retum t© te record for
certification afte rinnestigation. As discussed earkr, we identified 67 instances
rrpresenting more t an 194% h ours ofwork and Baxe t ath ad been incone cth

6 Section 6 oftie Mardh 29, 1994 mem orandum fiom te Dirrctoroft e Division ofManagem entSupport,
O ffice ofO perations, eflectine April3, 199 4.

7 Mem orandum , issued June 25, 1991, by te Acting Deputy Com missioner for# um an Resources to aBSSA
supenssors and timekeepers.

8 §H S =Timekeeping Manua Hor Tim ek ee pe rs Supe nisors (August199 3)pages 4-6.



recorded to MTAS by timekeepers. Proper certification by t e supenssorw ou ll
hawe resuledin identifying tte errors commitied by te timekeepers.

Be cause ofchanges in ODID managementpersonne Bwe were unabll © int nMew
allmanagers whowere responsib I for\erfying Forms SSA-29 and

Form s SSA-30, obtaining comp lttd Forms SF71 orensuring time and atie ndance
datawere compllt ¥ and accurat ¥ enttred into MTAS. Allo, as aresukoftime
hpsed between te pay perod audittd and ourintnsews, as we las tte vollime
oftme and atie ndance transactions timekeepers processed, almanagers were not
abll © prouvde an exp hnation as o why certain exents occuned or reasons for
failir o compkh.

NSUH-ICENT MANAGEMENT ONERSIGK T
GAO's Standards for ht mallControll in t e FederalGonemmentstats:

... The ulimat responsibi Mty for good int mallcontroll rest w it
management. . ., terrfore, ... intmallcontroll are managementcontol.
Good intmallcontroll are essentia o ach iexing t e proper conductof
Govemmentbusiness witt fu laccountabi My for tie resources m ade
anaibbll ...

Priorto 1996, SSA's OD D htgrty and Secunty Branch (ISB) conductd routine
audits ofOD D timekeepers. H owe\er, due t ot er priorities, ISB has been unabll
t continue to perform such audits. We be E\e tese rexsews shoull be resumed
o ensure t atmanagersAupenasors and timekeepers are adhering o estab khed
inte mallcontro l designed t© m aintain t e integrity and accuracy oftme and

ate ndance data.



CONCLUSD NS AND RECOMMENDATIONS

We found t atint mallcontroll were notbeing adh ered to on a consistntbasis.
Documentation h ad notall ays been “fetained as an officia lage ncy re cord

axai kbl for r\view and inspection.”” A llo, te accuracy and com pltness of
MTAS w as com promised because entries were eit eromitied, unsupported, or
incornre cth catgorized. Furtt ermore, supenssory rexsew s were notall ays
performed and st h ad notbeen conductd periodical} o ensure t e accuracy
oftme and atiendance data. As aresull managementcoull notbe assured t at
basic time and atie ndance procedures were being folbwed. Consistntadh e rence
o inemallcontroll requires compltness ofdata, accuracy in recording and

m aintaining such data, and ensuring appropriat aut orizatons and appro\al.
These measures are essentalorensuring t e integrity ofa time and atie ndance
payrolkystm. Asaresulkb we recommend t atOD D managementensure t at

1. Timekeepers are instructtd on te im portance ofatiesting o t e accuracy of
time and atie ndance data when approMng and signing such document.

2. Timekeepers adhere t© time and atie ndance po kies and procedures by signing
and atiesting o t e \valdity ofeach sign-infign-out roser.

3. Timekeepers retain and m aintain proper time and atte ndance and Ba\e
docum entation t supportalitime and atte ndance and Bae data in accordance
witt SSA rtnton requirement.

4. Supenssors \enfy recorded MTAS inform ation ©© source document prior to
ce rtfication.

5. Supenvsors innestigatt te remaining 39 M TAS discre pancies and prowvde
appropriat conrections t empbyees® MTAS records.

6. Timekeepers and supenssors rexew dai b and o\ertime sign-inAign-out ros € rs
and signify t att ey are in agreementw it te inform ation contained t e reon
by signing each rostrin te space promded.

7. Supenssors obtain, sign, and \ernfy Forms SF71 for com p € ness and
accuracy.

¥ Revsions to Titl 6 on Pay, Leave, and A Bbw ances (GAO/A MD-9 6-001c), March 199 6, Ch apter 3.3 B.



We allo rrcommend &t atSSA management

8.

10.

Pronvde for M TAS guidance which wou Bl instructtimek eepers and supe nsors
oft e need o conductadequat revews oftime and atie ndance data prior to
\£ rifying and ce rtifying payro Bdata being entred in MTAS.

Require imekeepers  use t e appropriat M TAS conection procedures for
m ak ing adpsting conections  time and atie ndance records.

Resume OD D intgrity revew s oftime and atie ndance practices and

re cord-k ee ping in orde r to promMde manageme ntan assessmentofcom p lnce
w it int mallcontro Bprocedures. The frequency ofsuch rexsew s w ou ll be
dependenton progress made by timekeepers in im proMng t e accuracy and
complEness in recording time and atie ndance data, as we las m aintaining
re ke d supporting docum e ntation.

SSA COMMENTS

SSA concured wit O IG 3 findings and recom mendations. H owe\er, SSA did
wantto not t atfortie period tte auditw as conductd, te builings occupied
by ODD (cunentk know n as Oflice ofCentrallO pe rations)w e re unde rgoing
exEnsine renovation requiring frequentmoementoffills and equipment These
circumstances, abng w it te shifting ofpersonne o and from training c ksses
and assignments outside teirnomalw ork area, rrsulled in te misphcementof
som e payro Bdocum e ntation.
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OTh ER MATTERS

We allo identified sexerallott er arras ofconcem. Whill each itm in and ofitse F

IS

1

notsignificant, we be ke tey shoull be addressed.

02,651 indivdua ksign-outoccurre nces examined, in 88 (3.3 percent)
occurrences te empbyees did notsign-in or sign-outin ch rono bgica lorder.

Empbyees were notproperlk recording te type of Bave used or, when Bawe
was used in conpunction wit Bnch pernod, annotating time ofabsence on a
consistntbasis on e SerialTine and Atte ndance Rostr (Forms SSA-30)

Of358 instances where empbyees were partial} absentfrom wor,
13 (4 percent)instances were notproperk recorded underth e appropriat
lane collimn.

h 14 ofte 358 instances of Bawe used, tte empbyee did notrecord tie time
ofabsence on t e Form SSA-30.

Ofl31linstances where empbyees used Bawe or flxtime in conpnction w it
teir Bnch period, te empbyees failld © properk annotat teir Inch perod
in e comment portion oftte Form SSA-30 in 27 (21 percent)instances.

Empbyees working onertime failld o record t eirgrade andbrstpon te
SernallO\ertime ort olday Work At ndance Rostr (Form SSA-9)in
264 (42 percent)instances outofa possib 1 636 instances ofo\ertime.

MOD manage rs/Aupen4sors were notconsistntlk requiring emp byees w orking
credith ours to compllt acredithourwor requestform O Secure supe nsory
appronallbe fore w orking credith ours. 0316 instances requiring request 1
wor credithours, onk 125 (40 percent) credith our appronaHoms were
anaibbl. Furtemore, 40 oftie 191 (21 percent) forms anaibkbl h ad not
been properk or adequat ¥ comp led.

SSA's ODD timekeepers were notconsisentl complltng te heading of
required data identifying e timekeeping unitand h ours ofoperation. OF
575 SSA time and atie ndance forms (Forms SSA-29 and Form s SSA-30)

examined, 97 (17 percent)did notcontain required h eading data.
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9. OF591 SerialTime and Attie ndance Rostrs (Forms SSA-30)and Sernal
O\ertime orf olday Work Atiendance Rostrs (Forms SSA-29) tte timekeeper
faild © ke t rough te bhnk spaces, as promded, on tie rosErs in
190 (32 percenthoft e forms.
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APPEND IX B

COMPUTATODN OFESTMATES

SCH EDULE FOR ESTMATED VALUE OFUNDOCUMENTED
OFFICE OFD SABILITY AND NTERNATODNALOPERATIONS (ODD)
PAYRO LLTRANSACTIONS FOR AISCALYEAR (FY)199 7*

Base?

Le a\e

O\ertime

Total

TotalPayro i
Test®d

984,403

981,009

965,218

$130,630

Estim attd Valie of
Undocumentd
Transactions

98,714

$1,539°

H,412

$H4,665

P rcentof
Undocumentd
Payro il

3.0640%

5.6031%

2.1650%

Tow 0D D PayroW 17,931,593

forFY 1997

930,226,640

$6,311,533

H74,469,766

Estimatd Do hr
\Vable of
Undocumentd
ODD Payrol
Transactions for
Fr 1997

93,613,424

H,69 3,629

9569 ,645

95,876,698

1 Schedull has been adjusted for ge ograph ic diffe e ntia I bca ity pay).

2 Base Pay rprsents rrgubr and i o Hay pay.

3 Amountdifers from tie sum oftie ¢ ke Bawe categories in Tabll 1 due t rounding.
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ODID MTAS DATA RECORD NG ERRORS FOR FY 1997

Ermor h Factor* To Propctd
Estim ated Payro il Progct Ermor

Hours h Pay \Valle OD D Enor ForOD D

Ernor Rat © ForFy 1997 Fy 1997

(A) (B) (AB) (D) E(D>C)
Base® Pay 16.25 H6.97° R75.76 555.75 H 53,254
Leaxe Paid 166.25 H6.97° £,821.26 555.75] 9,567,915
O\ertime 12.25 ®5.45° $W11.76 555.75 H73,261
Total 194.75 9$3,408.78 94,894,430

* To obtain a nons tatis tica ks tim ate, conside ring t atpay perod 25 rprsent a typicallFY 199 7 pay period,
t e numberofpay periods in a year (26)was mulipkd by t e toaBOD D timekeeperunit (171)and divded
by t e numberofstatistica® random timekeeping units revewed (8) which yie Bed an estim ation e mor factor

of555.75.
5

Base catgory rprsents bot regubkr andh o bHay payro il

® To obtain a nons tatis ica ks tim at ofave rage h ourk base pay for Fy 1997, tie totalpay for rgu brh ours
and Baxe w as divded by t e totallregu brh ours ofw ork anailbll (foronertime, e rsukwas mulipkd by

1.5)




ODID MTAS DATA RECORD NG ERRORS FOR FY 1997 DENTIHED
AND CORRECTED” BY ODD PRDRTO AUDIT

Ermor h Factor® To Propctd
Estim ated Payro il Progct Ermor

Hours h Pay \Valle OD D Enor ForOD D

Ernor Rat © ForFy 1997 Fy 1997

(A) (B) (AB) (D) E(D>C)
Base®’ Pay 0.00 H6.97° .00 555.75 .00
Leaxe Paid 76.75 H6.97° H,302.45 555.75 23,837
O\ertime 6.00 R5.45%° HR52.70 555.75 984,863
Total 82.75 H,455.15 808,700

" Hentified and conected inc kdes 1 ose enors OD 0 tim ekeepers identified and conected as per procedurs,
as we las t e inappropriate entries to ofSetprior pay period e mors /bm issions.

8 To obtain a nonstatis tica ks tim ate, conside ring 1 atpay period 25 rprsent a typicallFY 199 7 pay period,
t e numberofpay periods ina year (26)was mulipkd by te toaBOD D timekeeperunit (171)and divded
by t e numberofstatistical® random timekeeping units revewed (8) which yie Bed an estim ation e mor factor

of555.75.
9

Base catgory rprsents bot regubr andh o Hay payro il

19 To obtain a nons tatis ica ks tim at ofave rage h ourk base pay for Fy 1997, tte totallpay for rgu brh ours
and Baxe w as divded by t e totallregu brh ours ofw ork anailbll (foronertime, e rsukwas mulipkd by

1.5)
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APPEND IX C

MAJOR CONTRBUTORS TO TH B REFPORT

O ffice ofte hspector Generall

E. Scott Pate rson, Dire ctor Exallations and Te ¢ nica ISe n/ces
CarK. Mark ow itz, AuditManage r

Th omas P. Tennant, Auditor-in-ch arge

Fank hi . Wilhms, Senior Auditor

St W.Weall Auditor

For additiona Blcopies oft is report, plase contactt e Oflice oftte hspector
GeneralB Pub kk Affairs Speciabtat(410)966-9135. Referto Common
de ntification Num ber A-13-9 6-01001.



