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ur audit showed that government offices, departments, and

agencies committed abuses in timekeeping, and in granting

of leave, overtime, and compensatory time (comptime) to

employees. Specifically, we found that (1) employee time
charges were either falsified or incorrectly summarized, (2) administrative
leave was indiscriminately granted, and (3) overtime and comptime were
granted in violation of regulations. These exceptions noted during our
surprise inspections of time and attendance could have repeatedly
occurred year round, resulting in misuse of substantial amounts of public
funds for personnel costs. We also found that timekeeping practices
employed by government offices, departments, and agencies were
inadequate, inconsistent, and subject to errors and manipulations.
Specifically, we found that (4) certain offices did not require employees
to document their time and attendance, (5) selected officials and
employees were exempted (withoutauthority) from reporting their time-
in-and-out, (6) employees were allowed to manually fill out their time
cards instead of using the time clock, (7) employees’ actual time-in-and-
outwere not reported, and (8) records were not maintained and updated
to document whereabouts of employees who leave the office during
working hours, calls of employees reporting leave, and other related
matters. Asaresult, governmentemployees can get paid without actually
completing regular hours of work.

Background various agencies in the draft memoran-

dums.
Throughout 1995 to 1997, the Office of N

the Public Auditor (OPA) conducted 41

random inspections of time and atten-
dance of employees of various govern-
ment offices, departments, and agencies.
Subsequent to the inspections, draft
memorandums were issued to immedi-
ately bring to the attention of the agen-
cies concerned the findings noted and
the proposed recommendations. The
results of all inspections were consoli-
dated in this report. With the informa-
tionand responses gathered through the
audits, we recommend that timekeeping
policiesand procedures be improved and
uniformly adopted by all government
offices, including autonomous agencies.
We continue to monitor all open and
resolved recommendations addressed to

Based on the budget appropriation laws
passed for fiscal years 1995, 1996, and
1997, the CNMI Government had
budgeted an average of 4,426 Full Time
Employees (FTE) ayear and had appro-
priated an average annual personnel cost
of $146 million.

Employees working under the executive
branch are governed by the personnel
regulations established by the Civil
Service Commission and implemented
by the Director of Personnel of the
Office of Personnel Management
(OPM). Positions covered by the Civil
Service System are governed by the
Personnel Service System Rules and
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Regulations (PSSRR) while those
excepted from the Civil Service System
are governed by the Excepted Service
Personnel Regulations (ESPR).

Part IV.B25.B of the PSSRR requires
that the Director of Personnel and the
Secretary of Finance prescribe the
method of recording and certifying time,
attendance, and leave. On July 7, 1988,
the Director of Personnel and the
Secretary of Finance issued a Directive
on timekeeping and payroll procedures.
Subsequently, in April 1995, a Hand-
book for Timekeepers was issued, which
contains procedures and requirements
on timekeeping and providesacourse of
instruction on how to properly perform
the duties of a timekeeper. The Gover-
nor and the Director of Personnel have
also issued memorandums, directives,
and opinionsto regulate matters regard-
ing government-recognized holidays,
administrative leave, overtime, timeand
attendance, adverse actions, etc.

Employees working in the municipali-
ties, judicial branch, and autonomous
agenciesare governed by their respective
personnel regulations.

Generally, to document time and atten-
dance, employeesare required to punch
the time clock or to manually record
their time-in-and-out. The time cards
(or equivalent records), together with
approved overtime requests and applica-
tionsfor leave, are used by the timekeep-
ers as the basis for preparing the Sum-
mary Time Sheet (STS) or equivalent
records submitted to the Department of
Finance (DOF) or the autonomous
agencies’ accounting offices for payroll
processing.

il Audit of CNMI Government Employees’ Time and Attendance ! June 1998

Objectives and Scope

The objectives of the audit were to
determine whether (1) government
offices, departments, and agencies
properly controlled and managed the
time and attendance of their employees
in accordance with CNMI personnel
timekeeping policies, rules, and regula-
tions, and (2) existing timekeeping
policies, rules, and regulations were
adequate to prevent abuse of government
time.

Between July 12, 1995 and June 26,
1997, OPA conducted 41 random
inspections of time and attendance of
employees of various government
offices, departments and autonomous
agencies. 23 inspections were performed
for the executive branch offices, 8 for the
municipal government offices, 3 for the
judicial branch offices, and 7 for the
autonomous agencies offices.

We noted employees who did not report
for work for that day and the type of
leave applied for. We reviewed the time
cardsand subsequently compared them
with the STS to determine whether the
number of regular or leave hours
charged to the employees corresponded
to the information obtained during our
inspection. We also interviewed person-
nel responsible for the accounting of
employees’ time and attendance.

We recorded major findings on 36
inspections conducted and released 29
draft audit memorandums to immedi-
ately bring to the attention of the agen-
cies concerned the findings noted and
the proposed recommendations. We
received responses to 23 of the 29 audit
memorandums. In February 1998, draft
copiesof theaudit report were provided



Government
offices committed
abuses in
timekeeping and
in granting of
leave, overtime,

and comptime
resulting in
misuse of
substantial
amounts of
public funds for
personnel costs.

to the 25 heads of departments, offices,
and autonomous agencies so they could
provide comments on the findingsand
recommendations contained in the
report. Ten of twenty-five agencies
responded to the report. The recom-
mendations addressed to individual
agencies totaled 116. Based on the
responses we received, we consider 58
recommendations open, 9 resolved, and
49 closed.

Abuses in Government
Employees’ Time and Attendance

CNMI Personnel Regulations estab-

lished rules for ensuring that any time-
off that reduces a work day to less than
eight hours should be charged to a
specific type of leave depending on the
purpose and the circumstance. The
regulations also provide specific
requirements before an employee is
entitled to overtime payments and
comptime. Ourauditshowed, however,
that government offices, departments,
and agencies committed abuses in
timekeeping and in granting of leave,
overtime, and comptime. Specifically,
we found that, in 23 of the 41 inspec-
tions we conducted, (1) time charges
were either falsified or incorrectly
summarized, (2) administrative leave
was indiscriminately granted, and (3)
overtime and comptime were granted in
violation of regulations. This occurred
because agency heads were lax in the
administration and enforcement of
regulations, and failed to take disciplin-
ary action against employees abusing
governmenttime. Asaresult, (1) at least
63 employees were paid for hours not
worked, and were not charged Absent
Without Leave (AWOL) and Leave
Without Pay (LWOP), (2) employees
were granted administrative leave on 5
occasions not allowable under the

OPA I Executive Summary

regulations, and (3) overtime or comp-
time was granted to 4 employees who
were exempt from overtime (under the
Fair Labor Standards Act) and 16 em-
ployees were allowed to earn comptime
without any written directives from their
superiors. These exceptions noted during
our surprise inspections of time and
attendance could have repeatedly oc-
curred year round, resulting in misuse
of substantial amounts of public funds
for personnel costs.

Accordingly, we suggest that the Gover-
nor may wish to :

1. Issue a directive reprimanding the
heads of departments, offices, and
agencies which were found to have
allowed their employees to abuse
government time. These officials
should be reminded that they
should strictly comply with CNMI
Personnel Regulations on
timekeeping, leave, overtime, and
comptime. The Governor may also
wish to instruct them to issue
disciplinary actions againstemploy-
ees who were found abusing gov-
ernment time.

2. Issue a directive to all heads of
departments, offices, and agencies
requiring them or their designated
officials to thoroughly review the
time records for accuracy and
completeness before signing the
documents. The directive should
require that evidence of the review
be documented, through check
marks or other standard means.

3. Issue a directive to all the heads of
departments, offices, and agencies
requiring them to strictly comply
with the regulations before granting

June 1998 I Audit of CNMI Government Employees’ Time and Attendance i
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Some
government
employees get
paid without

actually
completing
regular hours of
work.

administrative leave to employees.
The Governor may also wish to
specify that administrative leave
should not be granted for parties or
celebrations held on regular work-
ing days. These includes parties for
Christmas, New Year, birthdays,
farewells, and other similar occa-
sions not mentioned in the regula-
tions. The Governor may wish to
emphasize thatadministrative leave
should not be granted indiscrimi-
nately and that the Governor’s
approval should be obtained before
granting administrative leave for any
other circumstances not mentioned
in the regulations.

Time and Attendance not Properly
Monitored and Documented

Time and attendance of government
employees should be monitored and
documented to preventabuse of govern-
ment time. Our auditshowed, however,
that timekeeping practicesemployed by
government offices, departments, and
agencies were inadequate, inconsistent,
and subjectto errorsand manipulations.
Specifically, we found that, in 29 of the
41 inspections we conducted, (1) certain
offices did not require employees to
documenttheir time and attendance, (2)
selected officials and employees were
exempted (without authority) from
reporting their time-in-and-out, (3)
employees were allowed to manually fill
out their time cards instead of using the
time clock, (4) employees’ actual time-
in-and-out was not reported, and (5)
records were not maintained and up-
dated to document whereabouts of
employees who leave the office during
working hours, calls of employees
reporting leave, and comptime earned
and used by employees. This occurred
because the timekeeping policies and

iV Audit of CNMI Government Employees’ Time and Attendance ! June 1998

procedures employed by the CNMI
executive branch and autonomous
agenciesare notadequate and need to be
improved. As a result, government
employees can get paid withoutactually
completing regular hours of work.

Accordingly, we suggest that (4) the
Governor may wish to instruct the
Office of Personnel Management to
improve timekeeping policies and
procedures to ensure that time and
attendance of governmentemployeesare
accurately reported. These policies and
procedures should take into consider-
ation various methods of monitoring
time and attendance (e.g. through time
cards, use of “flexible time” methods,
etc...) and their applicability to a particu-
lar agency. The policies and procedures
should be specific and detailed enough
so that the duties and responsibilities of
each employee, timekeeper, and top
management are clearly understood.
Upon finalization, all government
offices, includingautonomous agencies
should also be required to adopt similar
policies and procedures.

Office of the Governor Response

The Governor generally concurred with
the recommendations, and stated that he
would issue directives to all departments,
offices, and agency heads, and the
Director of Personnel to address the
recommendations. For Recommenda-
tion 1, the Governor stated that since a
number of new people have been
appointed to head the departments and
agencies of the Executive Branch, it
would not be productive to reprimand
former officials of the previous adminis-
tration. Instead, he would instruct his
cabinet and other officials who report
directly to him that they would be held



accountable for their employees’ time
and attendance, and that he does not
want to see anything like the
timekeeping and attendance abuses
detailed in the audit report happening
during this administration.

OPA I Executive Summary

OPA Comments

The response did not provide a time
frame for action, and therefore Recom-
mendations 1 to 4 remain open. The
additional information or action re-
quired to close the recommendations is
presented in Appendix G.

June 1998 I Audit of CNMI Government Employees’ Time and Attendance V



Executive Summary ! OPA

This page is left intentionally blank.

Vi Audit of CNMI Government Employees’ Time and Attendance ! June 1998



Introduction

of various government offices, departments, and agencies. Subsequent

hroughout 1995 to 1997, the Office of the Public Auditor (OPA)
Background I conducted 41 random inspections of time and attendance of employees

Executive

to the inspections, draft memorandums were issued to immediately bring
to the attention of the agencies concerned the findings noted and the proposed
recommendations. The results of all inspections were consolidated in this report.
With the information and responses gathered through the audits, we recommend
that timekeeping policies and procedures be improved and uniformly adopted by
all government offices, including autonomous agencies. We continue to monitor
all open and resolved recommendations addressed to various agencies in the draft
memorandums.

CNMI Government Personnel and Timekeeping Regulations

Based on the budgetappropriation laws passed for fiscal years 1995, 1996, and 1997,
the CNIMI Government had budgeted an average of 4,426 Full Time Employees
(FTE) ayear and had appropriated an average annual personnel cost of $146 million.
See Table 1 for details.

Municipalities Judicial Legislative Government Corp.* Others Annual

Fiscal Year '95 '96 '97 '95 '96 '97 '95 ‘96 '97 '95 '96 '97 '95 '96 ‘97  '95 '96 ' ) ) '97 Average
FTE Civil 1,369 | 1,437 | 1,624 409 409 | 453 29 29 35 0 0 0]1,056| 1,056 | 1,127 | 22| 24| 55| 2,885| 2,955| 3,294 3,045
Service

FTE Excepted 602 592 767 397 397 | 487 34 34 40| 196 | 196 196 14 15 37| 61| 61| 19| 1,304 1,295 1,546 1,381
Total FTEs 1,971 2,029 | 2,391 806 806 | 940 63 63 75| 196 | 196 196 1,070| 1,071| 1,164 | 83| 85| 74| 4,189 | 4,250 | 4,840 4,426
Personnel 65 67 78 22 22 27 4 4 4 2 2 2 35 35 451 8 8| 7 136 138 163 146
(in million $)

* Includes the following: (1) Public School System, (2) Civil Service Commission, (3) Board of Education, (4) Northern Marianas College, and
(5) Workmen's Compensation Commission.

Table 1

Employees working under the executive branch are governed by the personnel
regulations established by the Civil Service Commission and implemented by the
Director of Personnel of the Office of Personnel Management (OPM). Positions
covered by the Civil Service System are governed by the Personnel Service System
Rulesand Regulations (PSSRR) while those excepted from the Civil Service System
are governed by the Excepted Service Personnel Regulations (ESPR).

Part1V.B25.B of the PSSRR requires that the Director of Personnel and the Secretary
of Finance prescribe the method of recording and certifying time, attendance, and
leave. OnJuly 7,1988, the Director of Personnel and the Secretary of Finance issued
a Directive on timekeeping and payroll procedures. Subsequently, in April 1995,
a Handbook for Timekeepers was issued, which contains procedures and
requirements on timekeeping and provides a course of instruction on how to properly
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perform the duties of a timekeeper. The Governor and the Director of Personnel
have also issued memorandums, directives, and opinions to regulate matters
regarding government-recognized holidays, administrative leave, overtime, time
and attendance, adverse actions, etc.

Employeesworking in the municipalities, judicial branch, and autonomous agencies
are governed by their respective personnel regulations.

Payroll Processing

Generally, to document time and attendance, employees are required to punch the
time clock or to manually record their time-in-and-out. The time cards (or equivalent
records), together with approved overtime requests and applications for leave, are
used by the timekeepers as the basis for preparing the Summary Time Sheet (STS)
or equivalent records submitted to the Department of Finance (DOF) or the
autonomous agencies’ accounting offices for payroll processing.

N he objectives of the audit were to determine whether (1) government
Objectives, offices, departments, and agencies properly controlled and managed the
Stope, and time and attendance of their employees in accordance with CNMI

Methodology personnel timekeeping policies, rules, and regulations, and (2) existing

timekeeping policies, rules, and regulations were adequate to prevent abuse of

government time.

Between July 12, 1995 and June 26, 1997, OPA con-

ducted 41 random inspections of time and attendance of Date |ns;’\a|g&3£ns
employees of various government offices, departments 2112/95 1
and autonomous agencies (See Table 2). 23 inspections - .
were performed for the executive branch offices, 8 for the 16195 .
municipal government offices, 3 for the judicial branch e ;
offices, and 7 for the autonomous agencies offices (See e ”
Appendix A for details).
11/22/95 1
We noted employees who did not report for work for that - | 222/ 1
day and the type of leave applied for. We reviewed the | 129 o
time cards and subsequently compared them with the 1/29/96 2
STSto determine whether the number of regular or leave 2122196 2
hours charged to the employees corresponded to the 7/5/96 2
information obtained during our inspection. We also 10/1/96 1
interviewed personnel responsible for the accounting of 1/28/97 1
employees’ time and attendance. 6/25 & 26/97 1
Total 41

We recorded major findings on 36 inspectionsconducted  1ape 2
and released 29 draft audit memorandums to immediately
bring to the attention of the agencies concerned the findings noted and the proposed

2 Audit of CNMI Government Employees’ Time and Attendance ! June 1998



Prior Audit

Coverage

OPA I Introduction

recommendations. We received responses to 23 of the 29 audit memorandums. In
February 1998, draft copies of the audit report were provided to the 25 heads of
departments, offices, and autonomous agencies so they could provide comments
on the findings and recommendations contained in the report. Ten of twenty-five
agencies responded to the report. The recommendations addressed to individual
agencies totaled 116. Based on the responses we received, we consider 58
recommendations open, 9 resolved, and 49 closed. See Appendix B for the details
of findings by agency, including each agency response, and OPA comments. See
Appendix C for the additional information or action required to consider the other
recommendations closed.

We performed our audit at the various offices in Saipan, Tinian, and Rota. The audit
was made, where applicable, in accordance with Government Auditing Standards
issued by the Comptroller General of the United States. Accordingly, we included
such tests of records and other auditing procedures as were considered necessary
in the circumstances.

As part of our audit, we evaluated the controls to account for employees’ time and
attendance. We found numerous internal control weaknesses, which are discussed
in the Findings and Recommendations section of this report. When implemented,
our recommendations should improve accounting for employees' time and
attendance.

PA has conducted several financial and performance audits of various

CNMI government agencies, which to a limited extent included the

review of employees’ time and attendance; however, this is the first

comprehensive inspection and audit of the CNMI Government
employees’ time and attendance.

June 1998 I Audit of CNMI Government Employees’ Time and Attendance 3



Findings and Recommendations

A. Abuses in Government Employees’ Time and Attendance

Government
offices
committed
abuses in
timekeeping
and in granting
of leave,
overtime, and
comptime
resulting in
misuse of
substantial
amounts of
public funds for
personnel costs.

NMI Personnel Regulations established rules for ensuring thatany

time-off that reduces a work day to less than eight hours should be

charged to a specific type of leave depending on the purpose and

the circumstance. The regulations also provide specific requirements
before an employee is entitled to overtime payments and compensatory time
(comptime). Our audit showed, however, that government offices,
departments, and agencies committed abuses in timekeeping and in granting
of leave, overtime, and comptime. Specifically, we found that, in 23 of the 41
inspections we conducted, (1) time charges were either falsified or incorrectly
summarized, (2) administrative leave was indiscriminately granted, and (3)
overtime and comptime were granted in violation of regulations. This occurred
because agency heads were lax in the administration and enforcement of
regulations, and failed to take disciplinary action against employees abusing
government time. As a result, (1) at least 63 employees were paid for hours
notworked, and were not charged Absent Without Leave (AWOL) and Leave
Without Pay (LWOP), (2) employees were granted administrative leave on
5 occasions notallowable under the regulations, and (3) overtime or comptime
was granted to 4 employees who were exempt from overtime (under the Fair
Labor Standards Act) and 16 employees were allowed to earn comptime
without any written directives from their superiors. These exceptions noted
during our surprise inspections of time and attendance could have repeatedly
occurred year round, resulting in misuse of substantial amounts of public funds
for personnel costs.

Leave, Overtime, and Compensatory Time

The CNMI Personnel Regulations grant the following types of leave to government
employees.

= Annual Leave - also called vacation, shall be granted for the purpose of restand
relaxation. The rate of leave accrual is stated on the employee’s Personnel Action
or Contract.

= Sick Leave - shall be allowed whenever the employee is to be absent from duty
because of illness or injury or because of quarantine of the family and/or
residence.

4 Audit of CNMI Government Employees’ Time and Attendance ! June 1998
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= Administrative Leave - an absence from duty administratively authorized,
without loss of pay and without charge to accrued leave. This should be granted
for occasions meeting the requirements set forth by the Civil Service
Commission and in the Governor’s Directive.

= Leave Without Pay - may be granted to permanent employees for the purpose
of extending annual or sick leave. Also, at the end of each pay period, the
timekeeper shall determine the total number of minutes the employee has been
late during the pay period, and charge LWOP to the hour amount nearest the
total minutes tardy.

= Absent Without Leave - absence from duty without appropriate authorization.
Employees who are absent from duty without prior approval, except in bona
fide emergencies, shall be charged as being AWOL.

The Personnel Regulations also provide that any employee who exceeds 40 hours
actually worked in a week shall be paid overtime at the rate of one and a half times
the regular rate of pay unless the employee works in an executive, administrative,
or professional capacity. If funds are not available for overtime compensation,
comptime may be granted.

Time Charges were Falsified or Incorrectly Summarized

Ouraudit showed that time charges were either falsified or incorrectly summarized,
resulting in 63 employees being paid for hours not worked and not being charged
AWOL and LWOP. Specifically, we noted that (1) a time card of one employee was
falsified to reflect a full eight hours of work on two days although we found him
to be working in a private company on those two days; (2) three timekeepers, in
summarizing their own time charges, did not report their annual leave and tardiness
and improperly used compassionate leave; (3) 12 employees were improperly charged
with regular hours, annual or sick leave instead of AWOL for being absent and not
notifying their offices; 10 employees were improperly charged with regular hours
instead of LWOP, annual, or sick leave; and 3 employees were improperly charged
with sick leave instead of annual leave; and (4) 34 employees who timed-in late and
did not make up for their late hours were neither charged with leave nor given
appropriate disciplinary action. (See Appendix D for details)

Timekeeping Practices and Regulations

Employees'time and attendance are recorded on the timecards (or equivalent records)
and summarized inthe STS (or equivalent records), which is the basis for computing
payroll. Leave of employees who did not report for work should be reflected on both
documents unless overtime or compensatory time (comptime) is used to offset the
leave. In such instance, no leave is reflected in the STS and overtime or comptime
earned during the pay period is shown net of leave, or if no comptime is earned
during the pay period but the employee still has an available balance, comptime is
charged for leave taken.

June 1998 I Audit of CNMI Government Employees’ Time and Attendance 5
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The PSSRR and the ESPR have no provision allowing employees to leave the office
before the regular time-off without appropriate charges for leave. Employees who
leave the office before the regular time-off should request annual leave, sick leave,
or LWOP depending on the circumstance. Section VII.A7 of the PSSRR provides
that all employees who are absent from duty without prior approval, except in bona
fide emergencies, shall be charged as being AWOL. Employeeswho are AWOL and
in LWQOP status are subject to loss of pay and do not accrue annual leave and sick
leave. Hours not worked should be charged to the appropriate type of leave because
annual leave and sick leave are only accrued if employees are on pay status for the
entire pay period. On May 30, 1995, the Director of Personnel issued amemorandum
to all Department and Activity Heads to provide guidelines in determining
appropriate penalties for government employees guilty of acts of willful misconduct,
negligence, or dishonesty. AWOL is one of the offenses which was provided with
appropriate penalties as follows: first offense isa letter of reprimand, second offense
is a letter of reprimand to 15 days suspension, and third offense is a dismissal of the
employee. Penalties are givenasarange (e.g., official reprimand to removal) to allow
for differences in the seriousness of the offense or extenuating circumstances, and
the past record of the employee.

Section VII.A4.F of the PSSRR allows compassionate leave with pay in cases of death
in the immediate family of the employee. The term “immediate family” is defined
asan employee’s mother, father, brother, sister, spouse, immediate offspring (natural
and culturally or legally adopted), grandfather, grandmother, grandchild, mother-in-
law, or father-in-law, but does not, for instance, include a friend’s mother.

Section VII.A5 D of the PSSRR provides that at the end of each pay period tardiness
shall be charged to LWOP. The timekeeper shall determine the total number of
minutes the employee has been late during the pay period, and charge LWOP to
the houramount nearest the total minutes tardy. In the May 30, 1995 memorandum
of the Director of Personnel, habitual tardiness is one of the offenses which was
provided with appropriate penalties (the same penalties for AWOL as discussed
above).

Time Card of Employee was Falsified

Our inspection of the employees of the Office of the Mayor of Saipan on June 25
and 26, 1997 showed that one mechanic from the Mechanic Shop did not report
forwork on these dates. We found that during those days, the mechanic was repairing
adump truck for a private company. The private company’s owner informed us that
the mechanic was working for them part-time. On June 25, 1997, the supervisor
informed us that the mechanic was on sick leave. Our subsequent review of the mechanic’s
time card showed, however, time-in-and-out equivalent to a full eight hours of work on each
day. Thus, the STS did not reflect any leave charges. In an interview, the mechanic admitted
that on June 25, 1997, he went to the private company and stayed there from 11:00
a.m. t0 9:00 p.m. OnJune 26, 1997, without informing the Mayor’s Office that he
would be absent, he again went to the private company at 9:30 a.m. and supervised
some men changing the oil in one of the dump trucks. He stayed there up to 7:30
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p.m. In a separate interview, the mechanic’s supervisor stated that it was on June
27,1997 that the mechanic told him that he (mechanic) was sick on June 25 and
26, 1997. The supervisor stated that he did not know how the mechanic’s time card got filled
in to show that the mechanic worked on those days.

Timekeepers Failed to Report their Own Annual Leave and Tardiness

Our audit showed that three timekeepers, in summarizing their time charges, did
not report their own annual leave and tardiness, and improperly used compassionate
leave. The details are as follows.

e Department of Labor and Immigration (11/1/95) - The Division of
Employment's Timekeeper was not present during our inspection and the time
card showed that she took 5 hours annual leave during that day. The STS,
however, showed that the timekeeper did not charge herself any annual leave
during the pay period.

= Saipan Municipal Council (12/29/95) - Our review of the timekeeper’s time
card for the pay period ending January 6, 1996 showed that in all the work days,
she timed-inat 8:00a.m., took one hour lunch, and timed-out at 4:30 p.m (there
was one instance where she timed-outat 4:45 p.m.). Although she did not work
for eight hoursaday and had accumulated four hours of unreported leave during
the pay period a day, she reported eight hours of work daily in the STS. In our
discussion with the timekeeper, she acknowledged that she came to work late.
She stated, however, that she worked after office hours to make up for the
unworked hours. She could not provide documents, however, to show that she
worked after office hours (e.g., written authorization and time records).

= Office of Management and Budget ( 12/29/95) - One of the leave forms showed
that the timekeeper was granted 4 hours of compassionate leave instead of annual
leave, to attend a funeral prayer for her friend’s mother. This occurred because
the Special Assistant for Management and Budget granted her 4 hours off and
charged the leave to compassionate leave with pay although the deceased was
not an immediate family member of the employee.

Employees Not Charged with AWOL, LWOP, Annual, or Sick Leave

Our audit showed that 12 employees were improperly charged with regular hours,
annual or sick leave instead of AWOL for being absent and not notifying their offices;
10 employees were improperly charged with regular hours instead of LWOP, annual,
or sick leave; and 3 employees were improperly charged with sick leave instead of
annual leave (See Appendix D for details).

The time charges shown in the STS did not tie in with those in the time cards and
with the information gathered during our inspection. For example, our inspection
of the time and attendance of the employees at the Park Rangers’ Office of the Tinian
Mayor’s Office showed that four employees were AWOL. The timekeeper for the
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Park Rangers’ Office informed us that the four employees did not report for work
or inform the office of their absence. One of these employees, according to the
timekeeper, was off-island but did not submit a leave form for his absence. Our
subsequent examination of the STS showed that the four employees were all paid
regular hours and no hours were charged to AWOL.

Our inspection of the employees at the Rota Municipal Council also showed that
three employees, who were absent without prior notice or approval, were not charged
as AWOL. Based on our discussion with the Chief of Staff during our inspection,
the three employees did not report for work or inform the office that they would
be taking leave. However, our verification of the time charges reported inthe STS
for the pay period covering our inspection, showed that the employees were charged
with regular hours or annual/sick leave, instead of AWOL.

There were also instances where absent employees who requested to be charged
LWOP, annual, or sick leave as indicated in their time cards, were improperly charged
with regular hours in the STS.

Employees Neither Charged With Leave Nor Disciplined For Timing Late

Our review of time cards showed that 34 employees, who timed-in late and did not
make up for their late hours, were neither charged with leave nor given appropriate
disciplinary action. (See Appendix D for details)

For example, our review showed that in 18 out of a 30-working day period, the
Director of the Division of Fish and Wildlife came in late ranging from one to four
hours a day. However, in spite of frequent absences and tardiness, he was not even
given a warning or reprimand. Such occurrence may lead to problems in the
administration of the division’s activities and inadequate supervision of staff
members.

We also found several offices which allowed employees to work on a flexible time
system. Our review of time cards showed, however, that employees timed-in late,
did not make up for their late hours, and were granted a full eight hours of work
inthe STS. Total unreported leave hours of the employees ranged from 50 minutes
to 1 hour 45 minutes. OPA does not oppose use of a flexible time system as long
asthere are detailed guidelines for its use which should include identifying the latest
allowed time for employee to report in the morning and the condition that a full
work day is 8 hours from the time an employee reports to work.

Administrative Leave Was Indiscriminately Granted
Our audit showed that government employees were granted administrative leave

on 5 occasions which did not fit into any of the leave categories mentioned in the
regulations. (See Appendix D for details)
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Allowable Circumstances for Granting Administrative Leave

In April 1995, the Civil Service Commission (CSC) set forth the five specific
circumstances for which administrative leave can be granted to permanent civil
service and excepted service employees, as follows:

1. Absence authorized under emergency conditions beyond the control of
management, e.g., typhoons, island wide power outages, bomb threats, etc.

2. Participationin civicactivities of interest to the government, e.g. state funerals,
state commemorations, as determined by the Governor.

3. Extended absence required for medical appointments and care following job-
related injuries.

4. Administrative leave related to disciplinary action.

5. Absence needed for employees serving on government boards and commissions.

These circumstances do not include parties for occasions such as Christmas, New
Year, birthdays, and farewells.

The Governor, in his Revised Directive 003 dated March 20, 1995, delegated the
authority for granting administrative leave to department and activity heads.
However, the circumstances justifying the grant of administrative leave are set forth
in the PSSRR and the ESPR promulgated by the Civil Service Commission. The
Directive provided that the decision to grant administrative leave should be based
on the adequacy of the justification, among others. The Directive cautioned
department and activity heads to use this discretion wisely and judiciously. And to
emphasize the restrictions, the Governor reiterated that even if an employee is
attending to a family emergency, paid administrative leave may not be granted but
he/she can request "Leave Without Pay" or use annual leave as provided under the
PSSRR.

In the Governor’smemorandum on government recognized holidays, the Governor
stated that government employees have the option to take off on religious holidays
that are widely observed in the Commonwealth, such as November 1 (All Saints
Day), by using their annual leave.

Indiscriminate Granting of Administrative Leave

Ourauditshowed that several offices, departments, and agencies granted one to four
hours of administrative leave to employees on 5 occasions not allowable under the
regulations. The offices were either closed or having a party inside the office on these
occasions. Our subsequent review of the STS (or equivalent records) showed,
however, that employees charged regular work hours. The details are as follows.

= November 1, 1995 - All Saint’s Day - one of the 14 agencies inspected, the
Commonwealth Development Authority, granted a shortened work day. The
remaining employees who did not take leave that day were allowed to leave the
office at 3:00 p.m.
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e December 22,1995 - Friday prior to the Christmas holiday which was the next
Monday - the one agency inspected, DOF - Procurement & Supply, was closed
in the afternoon and was holding a Christmas party at the Civic Center. We
also found in our follow-up work that the Nlorthern Marianas College (NMC)
allowed employees to leave the office in the afternoon of this day.

= December 29, 1995 - Friday prior to the New Year holiday which was the next
Monday - three of the nine agencies inspected granted administrative leave. The
Department of Community & Cultural Affairs was closed in the afternoon and
was having a party inside the office during our inspection. The Superior and
Supreme Courtswere also closed in the afternoon for an employees’ New Year’s
party. We also found in our follow-up work that NMC allowed employees to
leave the office in the afternoon of this day.

= January 2, 1996 - Birthday Party of the President - We found in our follow-up
work that NMC granted four hours administrative leave to those employees
who attended the President’s birthday party at the beach.

e January 5, 1996 - Farewell Party for the Former Dean of Student Affairs - We
found in our follow-up work that NMC granted four hours administrative leave
to those employees who attended the Former Dean of Student Affairs’ farewell
party at the beach park.

The public will be better served, and it will result in fairness and equity for all
government employees, if all government offices follow the same guidelines for
granting administrative leave. Closing of government offices and granting of
administrative leave to employees on the afternoon of All Saint’s Day, the last
working day before the Christmas and New Year holiday weekends, birthdays and
farewell parties, is notatradition or custom shared by all government offices. Many
government offices remained open during those days and although some had parties,
certain staff members were designated or staff members took turns attending to the
office business.

Government offices serve the general public, and therefore should remain open at
all times during official working days/hours. Should they be required to close for
valid reasons, there should be an official notice to the public. The notice should also
be given days prior to the closure of business so that affected customers/clients can
anticipate any problems brought on by such closure of business.

The personnel regulations for the judiciary titled the Personnel Service System
Regulations - Judiciary (PSSRJ) were adopted on October 1, 1984 by CSC and have
not been revised. They do not show the stricter guidelines for grantingadministrative
leave, i.e. it still includes the clause “... for such reasons as the Chief Judge may
determine (e.g. early closing on Christmas Eve).”
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The Contracts and Conditions of Employment included in the NMC Personnel
Regulations provide that Administrative Leave with Pay is granted only in exceptional
circumstances by the NMC President. There are no guidelines, however, on what
should be considered exceptional circumstances. This is not in conformity with civil
service rules and regulations which provide specific guidelines for granting
administrative leave and which do not allow for Christmas, New Year, birthdays,
and farewell parties.

Overtime and Comptime Granted Against Regulations

Our audit showed that overtime and comptime were granted against regulations
and without complying with required procedures. For example, overtime or
comptime was granted to 4 employees who were exempt from overtime (under the
Fair Labor Standards Act) and 16 employees were allowed to earn comptime without
any written directives from their superiors as required under the regulations. (See
Appendix D for details)

Regulations for Granting Overtime and Comptime

The FLSA and Part 1V.B16.A of the PSSRR provide that bonafide executive,
administrative, and professional employees are exempt from payment of overtime
as well as comptime which is granted if funds are not available for overtime
compensation. These regulations provide tests to determine whether an employee
is exempt or not.!

Part IV.B16.G provides that overtime must be approved, in advance, by the
appropriate management official on forms prescribed by the Director of Personnel
Management such as a Request and Authorization Form. The information in the
authorization formincludes the following: (a) estimated work hours requested, (b)
purpose and justification for the request, (¢) names of employees who were directed
to work, and (d) beginning and ending dates and time of the work. Authorization
forms should be retained by the timekeepers for future reference. Department/Agency
Heads should require employees to obtain prior approval before rendering overtime

Short test for Executive, Administrative, and Professional employees who are exempt from payment of overtime:
Executive

1) Compensation : Is paid not less than $250 per week exclusive of board, lodging, or other facilities.

2) Duties : Primarily management of agency, department, or subdivision.

3) Supervision : Customarily and regularly directs 2 or more other employees

Administrative

1) Compensation : Is paid at least $250 per week exclusive of board, lodging, or other facilities.

2) Duties : Primarily performance of office or non-manual work directly related to management policies or
general business operations, or the performance of functions in the administration of an educational
establishment, or a department or subdivision thereof, in work directly related to the academic instruction or
training.

3) Responsibilities : Primary duty includes work requiring the exercise of discretion and independent
judgment.

Professional

1) Compensation : Is paid not less than $250 per week exclusive of board, lodging, or other facilities.

2) Duties : Primarily consist of performing work requiring advanced learning or work as teacher.

3) Responsibilities : Must include work which requires the consistent exercise of discretion and judgment or
consist of work requiring invention, imagination, or talent in a recognized field of artistic endeavor.

June 1998 I Audit of CNMI Government Employees’ Time and Attendance 11



Findings and Recommendations ! OPA

12

work. The purpose of overtime should be examined to determine whether the work
to be accomplished requires immediate completion. Noo overtime should be approved
to complete any work that could be delayed without undue hardship.

The PSSRJ Section 1V.B15 B also provides that intelligent and responsible control
of overtime is a continuing management function, and that certain steps are to be
taken by all management officials and subordinate supervisors to reduce overtime.
PSSRJ Section 1V.B15 C states that as a general policy, an employee who has taken
annual or sick leave or who plans to take annual or sick leave within the same work
week will not be scheduled to work overtime and will be advised that overtime
voluntarily performed is not compensable. In an October 20, 1995 memorandum,
the Presiding Judge directed that Superior Courtemployees must first work a forty-
hour work week for them to accumulate compensatory time.

Employees Given Overtime and Comptime Against Regulations

During our inspections, we noted offices, departments, and agencies which allowed
four FLSA exempt employees to earn overtime and comptime, and 16 employees
to earn comptime, even withoutawritten directive from their superior. The details
are as follows.

= The DOF Customs Administrative Officer,an FLSA exemptemployee, earned
15 hours of overtime for staying beyond 4:30 p.m. everyday, based on our review
of time cards and STS for one pay period.

= Three Marianas Visitors Bureau employees whose positions and responsibilities
qualify them as executive employees were allowed to accumulate comptime.
These were the Marketing Manager, Field Operations Manager, and
Comptroller. During our inspection, the last two employees charged their leave
on November 1, 1995 to their comptime balance.

= Superior Courtemployees earned comptime credits for work in excess of eight
hours without authorization. Most of the comptime was earned by employees
for reporting early in the morning (between 7 and 8 a.m.) and/or punching out
at least 30 minutesafter 5:00 p.m. Our inspection also showed that 10 employees
received overtime although these employees had taken annual or sick leave
within the same work week. Of the 13 employees who took leave during our
inspection, 10 used in-house comptime. Subsequently, the Presiding Judge
issued amemorandumonJanuary 2, 1996 which stated thatin 1996, comptime
would only be accumulated upon his approval.

= Ourreview of comptime earned during the past nine pay periods of the DOF-
Revenue & Taxation employees showed that employees earned comptime hours
even without supporting authorization forms. According to the Acting Director,
the authorization form is usually prepared only if the work is a “big” task, i.e.,
it involves several employees in one task. However, we noted that not all
comptime classified as “big” tasks was supported with authorization forms. Our
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inspection on December 29, 1995 showed that six of sixteen Rev& Tax employees
who took leave used in-house comptime (monitored within the division) to
offset the leave.

Personnel Regulations not Enforced

These conditions occurred because department and activity heads were lax in the
administration and enforcement of the regulations, and failed to take disciplinary
action against employees who abuse government time. For example, department
and activity heads signed the STS without verifying their accuracy and completeness
as shown by the many errors we noted. In most instances, no evidence of review
was noted such as checkmarks or other means of indicating review. There were also
instances where STS were altered by the timekeeper without the knowledge of the
department or activity head (only the timekeeper’s initial was in the alterations). In
other instances, department heads simply allowed the employees to charge leave
to regular hours without any justification.

The various exceptions noted during our surprise inspections of time and attendance
could have repeatedly occurred year round resulting in misuse of a substantial
amount of public funds for personnel costs. Employees who were in AWOL and
LWOP status were improperly paid, and the leave credits of the employees who were
on annual and sick leave were not charged for the hours not worked. Thus,
accumulated leave credits of the employees were overstated because no leave was
charged for the hours not worked, and the employees in AWOL and LWOP status
should not have earned leave credit for the pay period. Similar situations are likely
to recur unless appropriate disciplinary actions are taken. In addition, granting of
administrative leave with pay in only a few offices (and not in all government offices)
on occasions such as the last working day before Christmas and the New Year holiday
weekend, and for birthdays and farewell parties, is not equitable and can lead to low
morale.

Conclusion and Recommendations

Government offices, departments, and agencies committed abuses in timekeeping
and in granting of leave, overtime, and comptime. Similar situations are likely to
occur unless enforcement of the regulations isimproved and appropriate disciplinary
actionsagainst erring employees are taken. Accordingly, we suggest that the Governor
may wish to :

1. Issueadirective reprimanding the heads of departments, offices, and agencies
which were found to have allowed their employees to abuse government time.
These officials should be reminded that they should strictly comply with CNMI
Personnel Regulations on timekeeping, leave, overtime, and comptime. The
Governor may also wish to instruct them to issue disciplinary actions against
employees who were found abusing government time.
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2. Issueadirective toall heads of departments, offices, and agencies requiring them
or their designated officials to thoroughly review the time records for accuracy
and completeness before signing the documents. The directive should require
that evidence of the review be documented, through check marks or other
standard means.

3. Issueadirective toall the heads of departments, offices, and agencies requiring
them to strictly comply with the regulations before granting administrative leave
toemployees. The Governor may also wish to specify that administrative leave
should not be granted for parties or celebrations held on regular working days.
These includes parties for Christmas, New Year, birthdays, farewells, and other
similar occasions not mentioned in the regulations. The Governor may wish
to emphasize that administrative leave should not be granted indiscriminately
and that the Governor’s approval should be obtained before granting
administrative leave for any other circumstances not mentioned in the
regulations.

We have also separately issued detailed recommendations to the departments, offices,
and agencies which were included in our findings. These recommendations are
included in Appendix C.

Office of the Governor Response

The Governor concurred with Recommendations 2 to 3, and stated that he would
issue directives to all departments, offices, and agency heads within the Executive
Branch requiring thorough review of time records and strict compliance with the
administrative leave regulations. For Recommendation 1, the Governor stated that
since a number of new people have been appointed to head the departments and
agencies of the Executive Branch, it would not be productive to reprimand former
officials of the previous administration. Instead, he would instruct his cabinet and
other officials who report directly to him that they would be held accountable for
their employees’ time and attendance, and that he does not want to see anything like
the timekeeping and attendance abuses detailed in the audit report happening during
this administration.

OPA Comments

Theresponse did not provide a time frame for action, and therefore Recommenda-
tions 1 to 3 remain open. We agree that the alternative course of action cited by the
Office of the Governor in addressing Recommendation 1 is a reasonable course
of action. The additional information or action required to close the recommenda-
tions is presented in Appendix G.
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B. Time and Attendance not Properly Monitored and Documented

Some ime and attendance of governmentemployees should be monitored
government and documented to prevent_ abuse of_ governmgnt time. Our audit
employees get showed, howeyer, that timekeeping prac_tlces em_ployed by
oaid without government offices, departments, and agencies were inadequate,
inconsistent, and subject to errors and manipulations. Specifically, we found
that, in 29 of the 41 inspections we conducted, (1) certain offices did not
requireemployeesto documenttheir time and attendance, (2) selected officials
and employees were exempted (withoutauthority) from reporting their time-
in-and-out, (3) employees were allowed to manually fill out their time cards
instead of using the time clock, (4) employees’ actual time-in-and-out was
not reported, and (5) records were not maintained and updated to document
whereabouts of employees who leave the office during working hours, calls
of employees reporting leave, and comptime earned and used by employees.
Thisoccurred because the timekeeping policiesand procedures employed by
the CNIMI executive branch and autonomous agencies are not adequate and
need to be improved. Asaresult, governmentemployees can get paid without
actually completing regular hours of work.

actually
completing
regular hours of
work.

Timekeeping Policies And Procedures

The Handbook for Timekeepers developed by OPM for governmentagencies under
the executive branch contains timekeeping policies and procedures that should be
uniformly implemented. The policies and procedures, however, are inadequate and
need to be improved. For example, the Handbook does not address alternative
methods of timekeeping being employed by some agencies, such as the use of flexible
time and Daily Time-In-and-Out log sheets instead of time cards; documentation
of employees who leave the office during working hours; and monitoring of leaves
and comptime hours. Moreover, autonomous agencies employ their own
timekeeping practices which are inadequate and inconsistent with those employed
by the CNIMI executive branch. Consequently, standard timekeeping policies and
procedures need to be developed and uniformly adopted by all government offices,
including autonomous agencies.

Offices Did Not Require Employees To Document Time And
Attendance

Ourauditshowed that four offices did not require all employees to document daily

time-in-and-out. These offices did not use time cards or equivalent records to
evidence time and attendance of their employees. (See Appendix E for details)
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Use of Time Cards

Allemployees, regardless of employment status, should use time cards or equivalent
records so that daily time and attendance can be monitored and the timekeeper will
have a basis for the preparation of STS. This helps to effectively and efficiently
account foremployees’ time. There is no assurance thatemployees actually worked
80 hours in a pay period unless there is a written record which would evidence the
number of hours employees actually worked. The following timekeeping practices
should be observed when using time cards.

a. Time Card Requirement. Each employee should be required to time-in-and-
outinthe morningand afternoon including time-outat 11:30a.m. and time-in
at 12:30 p.m. for lunch, unless a different lunch hour is designated by the
supervisor or overtime is approved. Exempting an employee from the use of
time cards should be done in valid circumstances only and alternative control
procedures should be established in place of using time cards, e.g., adoption of
another form of documentation such as Bi-weekly Activity Reports. Established
procedures should also be used for FLSA exempt employeesand on accounting
for the time of these employees who had minor tardiness and at the same time
had performed additional hours (without overtime compensation).

b. Manual Entries Limitation. For those offices which adopted a practice of using
atime clock to “punch in” daily time-in-and-out on their time cards, the CNMI
should limit the use of manual entries. Manual entries should be allowed in
appropriate cases only, such aswhenatime clock is not operable, which should
be justified and approved by the supervisor in writing.

c. Indicating Actual Time-in-and-Out. The CNMI should require employees
to indicate actual time-in-and-out. To have an accurate basis for preparation
of STS, employees should be required to log their actual time-in-and-out in
the time card. Stricter controls should be established for those offices without
a time clock.

No Record of Employees’ Daily Time-In-and-Out

The following four offices did not require employees to document their time-in-
and-out using time cards (or equivalent records).

= DOF Secretary’s Office - Our review showed that DOF did not require
employees at the Secretary’s Office to record their daily time-in-and-out. The
timekeeper told us that daily recording of time and attendance was not required
since employeesat the Secretary’s Office charge only regular hoursand without
overtime. In case an employee takes leave, such employee fills out a leave form
which is submitted to the Secretary for approval. The approved leave formswere
summarized and posted inthe STS. Regular hourswere then posted inthe STS
for the remaining hours after considering leave taken.
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= Public Information Office (P10) - Our audit showed that P1O did not require
employees to record their daily time-in-and-out. The timekeeper told us that
employees at PIO continued this practice from the previous administration.
Although the Special Assistant for Administration issued amemorandum dated
January 23, 1996 instructing PIO to use Daily Time & Attendance Sheet
(DT&AS - equivalent to time cards), no documentation of daily time-in-and-
out was used for employees of P1O.

Subsequent to our inspection, P1O provided us a copy of a Time Log Sheet
which was implemented beginning on July 8, 1996 to document the daily time
and attendance of PIO employees. The log sheet shows the employees’ daily
time-in-and-out for both morning and afternoon, including the time spent for
lunch break. However, we noted that the Public Information Officer has not
documented his own daily time-in-and-out in the newly implemented Time
Log Sheet.

= Saipan Municipal Council (SMC) - Employees were required to manually
record their daily time and attendance on time cards provided by the timekeeper.
During our inspection on December 29, 1995, however, all the time cards we
examined were blank, i.e., without time and attendance data recorded on the
time cards. The inspection date was the fourth day of the pay period. According
to the timekeeper, this occurred because the time cards were not available at
the start of the pay period. She stated that she ran out of blank time cards and
she made copies on that day. SMC did not have a photocopying machine.

= Commonwealth Development Authority (CDA) - CDA did not require
employees to record their daily time-in-and-out. The timekeeper told us that
employees monitored their own time and were responsible for the time charged
in the Employees’ Time and Attendance Record which was used as a basis for
payroll processing.

Selected Officials And Employees Exempted From Reporting
Time-In-And-Out

Our audit showed 17 offices exempted selected officials and employees from
reporting time-in-and-out. (See Appendix E for details)

We noted that employees exempted from the daily time-in-and-out were mostly
the following: (1) employees classified as FLSA exempt such as division directors,
section managers, and lawyers, (2) employees on “as needed” basis, and (3) employees
detailed to other offices. Most of the exemptions from using the time clock (or
equivalent records) were based on the verbal instructions of the department heads.
Employees monitor their own time. The timekeepers stated that the leave for these
employees was determined based on the application for leave submitted. Their
regular hours are arrived at by deducting the employee’s leave from 80 hours.
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Employees Classified as FLSA Exempt - The offices which exempt FLSA exempt
employees from the daily timing-in-and-out explained that professional employees
are expected to work in excess of eight hours per day and often are required to work
on weekends and evenings without additional compensation.

For example, the former Public Defender questioned how he could charge leave
toan attorney with minor tardiness who at the same time had performed additional
hourswithout overtime compensation. He also stated that if salaried employees are
required to time-in, they may lose their status as exempt employees and the
government may be liable for their overtime. The new Acting Public Defender stated
there is no statute or regulation which requires that excepted service employees
should time-in-and-out on the Daily Time and Attendance Report (DTAR -
equivalent to time cards). He explained that the ESPR and the Instructional
Memorandums issued by the Director of Personnel did not require that exempt
employees should time-in-and-out.

For the Northern Marianas College, of the seven departments inspected, only one
required itsemployeesto fill out daily time-in-and-out log sheets. The timekeepers
from the other six departments inspected told us that although employees were not
required to record their time-in-and-out, department heads monitored their time
charges. In the NMC President’s response to the draft memorandum, she stated
that faculty employees have responsibilities, both in and out of the classroom, which
more than match the equivalent of 80 hours every pay period. NMC has charged
non-faculty employees to fulfill 80 hours of work each pay period. All the employees
we inspected, however, were non-faculty employees, and there is no assurance that
non-faculty employees worked 80 hours in a pay period unless there is a written
record which would evidence the number of hours they actually worked.

OPA believes that exempt workers are required to document their daily time-in-and-
out. The Director of Personnel exceeded hisauthority when he stated in his February
6, 1997 Instructional Memorandum that the matter of exempt employees
signing/timing-in-and-out is a policy decision of the appointing authority for the
department/activity. The ESPR promulgated by the Civil Service Commission did
not give such authority to OPM or each department. Allowing each department to
decide will result in unfairness and inequity for all government employees. Exempt
workers should be required to document their daily time-in-and-out in the same
way as covered workers, because existing federal laws and the March 20, 1997
Instructional Memorandum of the Director of Personnel permit the CNMI
Government to deduct absences of less than eight hours from the salaries of FLSA-
exemptemployees unless the lost time is offset through additional work or charged
against accrued annual leave. Determining lost time cannot be efficiently and
accurately performed without documentation of the exempt employees’ daily-time-
in-and-out.

Exempt employees do not lose their exempt status if required to time-in. In the
February 6, 1997 Instructional Memorandum of the Director of Personnel titled
“Work Schedule/Sign-in Requirements for FLSA Exempt Status Employees”, he
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stated that an exempt employee can be required to sign/time in/out for record and
control purposes. This is not a violation of their exempt status. This is consistent
with the August 19, 1992 additional regulations issued by the United States
Department of Labor on the salary basis test applicable only to the public sector,
which state in part:

“Special provisions applicable to employees of public agencies.

(a) An employee of a public agency who otherwise meets the
requirements of §541.118% shall not be disqualified from
exemption under 88541.1, 541.2, or 541.3% on the basis that such
employee is paid according to a pay system established by statute,
ordinance, or regulation, or by a policy or practice established
pursuant to principles of public accountability, under which the
employee accrues personal leave and sick leave and which requires
the public agency employee’s pay to be reduced or such employee
to be placed on leave without pay for absences for personal reasons
or because of illness or injury of less than one workday when
accrued leave is not used by an employee . ..”

This means that employees on a pay system such that they are required by the Public
Defender’s Office to be at work from 7:30a.m. to 4:30 p.m. do not lose their exempt
status as Executive, Professional, or Administrative because they are required to
follow the system (e.g., timing-in-and-out).

Although both Public Defenders claimed that the caseload in their office would not
permit any attorney to work less than 40 hours in a week, we believe that a written
record from 7:30to 4:30 will allow supervisors, e.g., the Public Defender, to evaluate
employees’ time including time used outside these hours. OPA, therefore, finds it
necessary for PDO to adopt some form of documentation to account for the
attorneys’ time especially since their work hours often differ from the regular
government work hours. The Director of Personnel, in his March 20, 1997
Instructional Memorandum, also stated that nonstandard schedules should be
documented. However, if use of DTAR is considered impractical, PDO can adopt
another form of documentation to achieve the purpose without unreasonably
burdening employees. For example, Bi-weekly Activity Reports can be required from
attorneys showing the number of hoursworked and a brief description of the nature
of the work performed daily. This documentation will serve as evidence of work
performed and at the same time provide the Public Defender a useful tool to
determine the progress of work of its attorneys.

2 Relates to employees exempt from the Fair Labor Standards Act as being Executive, Professional, or

Administrative.
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Employees on “As Needed” Basis - Certain offices told us they exempt certain employees
from time-in-and-out because they are supposed to be present only when they are
needed. For example, our inspection of the Rota Mayor’s Office disclosed thatamong
those employees who did not time-in-and-out on the daily time and attendance
record were the legal counsel and the Mayor’s advisor. The two employees were
not required to time-in and time-out because they are called only whenever the
Mayor requires their services. Our verification of time chargesinthe STS, however,
showed that the two employees were paid for 80 regular hours work like other
employees. Therefore, they should also be required to time-in and time-out during
regular working hours like all other employees who are required to work 80 hours.

Employees Detailed To Other Offices - Nlo records of daily time and attendance were
maintained for employees of certain offices who were assigned to report to another
office. The practice was that at the end of each pay period, the office where the
employee was detailed provided the office which would report and pay the salary
asummary showing only the total hours worked by the employee. No record of the
daily time and attendance of the employee was provided to the paying office, and
thus no review was made prior to payment. This procedure does not insure that the
employee actually reported for work 8 hours daily because no document shows
evidence that he actually worked during those hours. For example, a Department
of Community and Cultural Affairs (DCCA) - Department of Youth Services (DYS)
employee was detailed to the Department of Public Safety (DPS). At the end of each
pay period, DPS provided DCCA a summary showing the total hours worked by
the employee. DCCA was not provided a record of the daily time and attendance
of the employee. Although we learned that DPS required the employee to time-in-
and-outat DPS, such record of time-in-and-out should be reviewed by DCCA since
itsaccount pays the employee’s salary. Also, our inspection of the Rota Mayor’s Office
disclosed that 40 of its 73 FTEs were assigned to other government agencies. The
timekeeper said that these employees were not required to time-in-and-out at the
Rota Mayor’s Office although their time charges were being reported and paid by
the Mayor’s Office.

Other Employees Who Failed To Time-In-and-Out - There were also instances where
employees failed to time-in although present and failed to time-out although having
left work. Examples are as follows.

= Our review of the Division of Fish and Wildlife Director’s timecard for one
pay period did not show any time-in-and-out. The timecard only contained
a handwritten note that the Director worked 72 hours, excluding 8 hours
holiday, with the timekeeper's initial. The corresponding STS also showed that
the Director worked 72 hours.

= Intheinspection conducted at the Retirement Fund at 3:20 p.m., two employees
did not time-in on the Daily Time and Attendance Record. When asked about
the employees’ whereabouts, the Administrator said that the firstemployee did
not report for work and did not call the office. He added that the employee had
health problems which forced her out of work the past few days. The other
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employee had an application for eight hours annual leave for that day. Our
verification of the summary report showed, however, that the two employees
were not charged 8 hours sick or annual leave on November 1, 1995. Instead,
the two employees were charged two and five hoursannual leave, respectively.
The timekeeper stated that the two employees forgot to record their time and
attendance but both were present in the office before OPA staff members
conducted the inspection.

= Our verification of CUC employees’ time and attendance showed that 13
employees took off on the afternoon of November 1 but their time cards
indicated no official clock-out for the day. Subsequent examination of records
indicated, however, that applications for annual leave were appropriately filed
by the employees and approved by division officials. There was no assurance,
however, that the number of leave hours reported was accurate.

Employees Manually Filled Out the Time Card Instead of Using
the Time Clock

Our inspection showed that at least seven offices allowed employees to manually
fill out the time cards although time clocks were available (See Appendix E for
details).

For example, our review of the time cards of Customs employees showed that the
Administrative Officer manually filled out his time card for more than half of the
pay period. During the first week of the pay period ending January 6, 1996, he
manually timed-in on each morning at 7:30 a.m. and timed-out at 12:00 noon, and
manually timed-in each afternoon at 1:00 p.m. During the second week, about 50
percent of his time entries were also made manually. All the manual time entries,
however, were approved by the Customs Director by signing his initials at the side
of the manual entries. On all afternoons during that pay period, the employee timed-
out between 6:00 and 7:30 p.m. using the time clock. The Director of Customs
explained that the employee timed-in manually in the morning because he usually
wentstraight to the offices located at Capitol Hill to do errands (e.g., to pick up mail).
The employee has an assigned government car and lives closer to Capitol Hill, and
therefore doing errands on his way to the Customs-Airport office resulted in savings
of time and gas. Customs, however, did not have procedures to determine the actual
time the employee started work. The employee also manually filled out the time-out
before lunch and time-in after lunch because he was out of the office before lunch
time to do administrative work and returned to the office after lunch time. Customs,
however, did not have a procedure to document the whereabouts of employees who
leave the office during working hours.

In another example, one employee of the Commerce Division maintained a time
card but the records of his time-in-and-out were not punched into the time clock.
Instead, the employee manually filled out his time card and the manual record did
not reflect actual time. For all of pay period no. 24 (November 12 to 25, 1995), the
employee consistently wrote that he timed in at 7:30 a.m. and timed out at 11:30
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a.m. in the morning and timed in at 12:30 p.m. and timed out at 4:30 p.m in the
afternoon. The manual time-in-and-out negates the purpose and internal control
in using the time clock. This practice allows the employee to be late or to leave the
office early without being detected.

Employees’ Actual Time-In-And-Out Not Reported

Our inspection showed that four offices without a time clock allowed employees
to indicate the normal working hours and not the actual time employees were at
work. (See Appendix E for details).

For example, our review of the Zoning Division’s Office Daily Time & Attendance
Record (equivalent to time cards) for one pay period showed that the employees
have identical time entries, i.e., time-in was reported at 7:30 a.m. while time-out
was at 4:30 p.m. The Acting Director explained that one staff member usually went
straight to other offices to do errands (e.g., to pick up mail); the staff member was
using her personal car and therefore doing errands on her way to the office resulted
insavings of time and gas. ZDO, however, did not require her to document the actual
time she arrived at the office.

Timekeeping Records Not Maintained And Updated

Our audit showed that records were not maintained and updated to document the
whereabouts of employees who leave the office during working hours, calls of
employees reporting leave, and comptime earned and used by employees. These
findings are discussed as follows.

Whereabouts of Employees Out During Office Hours not Documented

Our inspection showed that 16 offices did not maintain records of employees going
out of the office during working hours (See Appendix E for details). During our
inspections, the timekeepers told us the whereabouts of employees who were out
of the office. When verified, the timekeepers’ statements were wrong.

The CNMI should establish procedures to document the whereabouts of employees
who leave the office during working hours. A permanent record should be established
to support an employee’s whereabouts which will be used in determining the
employee’s time charges. Employees who for valid reasons go directly to other offices
before reporting to the office should also be required to call a designated individual
who should time-in the employee on the time card and document the whereabouts.
The employee, upon arrival at the office, should log in the sign-in-and-out sheet.
He should document the actual time he arrives at the office so that the Supervisor
can have a basis for determining whether the time spent outside the office was
reasonable.

For example, during our inspection of the employees of the Carolinian Affairs Office,
five were out and the timekeeper told us that they were out on official business;
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however, no document was available to show their actual location. According to
the timekeeper, two were at Managaha Island maintaining the graveyard of Carolinian
Chief Aghurubw, one was in Chalan Laulau for community work, one was doing
errands, and one reportedly had been in the office in the morning but left to fix his
personal vehicle’s flat tire. To verify thisinformation, ataround 3:00 p.m., two OPA
staff members went to Chalan Laulau and checked if the CAO employee was at the
site, but the OPA staff members did not find him there. At around 4:00 p.m., the
two OPA staff members proceeded to Smiling Cove to verify the two CAO
employees who were supposedly returning from Managaha Island by that time, but
the OPA staff members also did not see the two CAO employees. The following
day, the OPA staff members discussed the results of the verification with the
timekeeper who retracted some of the things she said during the inspection. She
said that the two employees who were supposed to be at Managaha Island and the
one employee who had a flat tire were actually at the Whispering Palms Golf course
area repairing a rest room for a disabled Carolinian man. According to the CAO
Executive Assistant, this was part of the community work performed by CAO. On
the other hand, the employee who was to be at Chalan Laulau doing community
work insisted that he was at the site. This indicates that the timekeeper was not aware
of the whereabouts of employees who were out of the office.

One office stated that employees can easily be located by radio. During our inspection
of the Materiel Management Section of the Department of Public Health, we were
informed that one radio was available and given to the employee who performs the
delivery. We noted, however, that three employees were assigned to deliver to
different locations in separate vehicles. Thus, only one was supposedly given aradio.
The other two could not easily be located and checked. Further, even with a radio,
an employee who gets caught performing unofficial business can easily say that he
ison leave. Ifemployeesare required to log their destination, erring employees cannot
deny the fact that they are abusing government time.

Several offices only have whiteboards where employees write their destination if
they go out of the office, but the information was also being erased daily. Asaresult,
there was no written documentation to support employees’ whereabouts as a basis
for employees’ time charges.

Calls of Employees Reporting Leave not Documented

Our inspection showed that six offices did not maintain records for calls of employees
reporting leave. (See Appendix E for details).

Employees who have to take unscheduled leave should be required to call a
designated individual at the office who will be responsible for documenting the calls
I.e., to indicate leave in the timecard. This will ensure that the leave taken was with
priorapproval, as is required by the personnel regulations in order for the employee
not to be considered AWOL.
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In most of the offices inspected, it was their policy to require employees who are
taking annual leave to submit leave forms in advance. In emergency cases, however,
employees who have to take unscheduled leave will just call the office to report the
leave. The timekeeper said, however, that no one maintains official records of the
calls. The message is just written ona “post it” note, and later discarded. For example,
during our inspection of the employees of the Department of Public Works, 27
employees were charged as AWOL because the timekeeper was not aware of the status
of these employees (whether they had called the office to take leave or were AWOL).
The timekeeper said that these employees did not call her or submit their approved
leave forms. Our follow-up inspection and review of the STS showed that only 11
ofthe 27 employees were charged as AWOL. According to the timekeeper, the other
16 employees were charged leave with pay because they claimed that they had called
their designated offices on that day and had submitted their approved leave forms
on the following working day. The timekeeper stated, however, that these offices
did not inform her that the employees had called, and that the telephone calls were
not documented.

Comptime Records Not Maintained or Updated

Our inspection showed that three of fifteen offices who used comptime to offset
the leave taken by employees did not maintain or update employees’ records of in-
house comptime. (See Appendix E for details).

Comptime balances should be monitored by someone other than the employees
themselves to prevent unauthorized changes. The comptime earned and used by
each employee should be posted in the comptime record on atimely basis. Comptime
balances of employees are either monitored by DOF or the autonomous agencies’
accounting office (registered comptime) or monitored within the department (in-
house). If monitored by DOF or accounting office, the timekeeper indicates in the
STS the comptime earned and used by the employees. If monitored within the
department, no comptime transactions are reflected in the STS and balances are
monitored by the department timekeeper using the compensatory time-off form.

For example, during our inspection of the Department of Public Works, 3employees
used in-house comptime to offset their eight hour leave on that day. Upon review
of the comptime records, we noted that the balances were not updated. For instance,
the posting in one employee’s comptime record was made five months prior to
inspection and had a negative one (-1) hour balance. The timekeeper explained that
the employee earned 20 hours comptime the previous month but the comptime had
not yet been posted in the comptime record. Also, the other employee’s comptime
balance was last updated nine months prior to inspection and had zero balance, but
a note was attached stating that he had earned 134 hours of comptime. In addition,
the other employee’s comptime record was last updated three months prior to
inspection and showed an available balance of 96 hours. His comptime balance had
already been fully applied but such was not reflected in the records.
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Also, in our inspection at the Northern Marianas Housing Corporation, two
employees used comptime to offset the leave they took, and we could not verify if
the employees had any comptime balance available because the last posting was more
than ayear earlier. The timekeeper told us that she was certain these employees had
available comptime hours because they had earned a lot of comptime during the
year and to evidence this, we were shown voluminous comptime requests of the
employees. The timekeeper told us that the backlog in posting comptime transactions
occurred because of inadequate accounting staff. In the former NMHC
Comptroller’s response to the draft memorandum, he stated that the regulations
provide that all comptime must be taken within the next four pay periods or be lost.
The posting of other comptime to the records is to keep track only of the hours
worked by employees. It is not used for purposes of payment, as any past the four
pay periods would be invalid. OPA believes, however, that although comptime is
lost if not taken within the next four pay periods, there is no evidence that the
employee has available comptime when used if there is no record showing the
employee’s updated comptime earned and used. The voluminous comptime requests
ofan employee do not provide assurance that the employee has available comptime
hours.

Timekeeping Policies And Procedures were Inadequate

This occurred because the timekeeping policies and procedures employed by the
CNMI executive branch and autonomous agencies are not adequate and need to
be improved. For example, the timekeeping procedures developed for employees
working under the executive branch (thru Handbook for Timekeepers) do not
addressalternative methods of timekeeping being employed by some agencies such
as the use of flexible time and Daily Time-In-and-Out log sheets instead of time
cards; documentation of employees who leave the office during working hours; and
monitoring of leaves and comptime hours. Moreover, autonomous agencies employ
their own timekeeping practices which are also inadequate and inconsistent with
those employed by the CNMI executive branch.

Asaresult, governmentemployees can get paid without actually completing regular
hours of work. Under the existing timekeeping practices, there was no assurance
that the time charges to regular hours were actually earned by the employees, that
employees are correctly reporting hours worked, whether they actually worked at
all, or whether time spent out of the office during working hours is job related.
Employees can also easily report false time-in-and-out and get paid without actually
completing regular hours.

Conclusion and Recommendation

Timekeeping practicesemployed by government offices, departments, and agencies
are inadequate, inconsistent, and subject to errorsand manipulations. Government
employees can get paid without actually completing regular hours of work.
Accordingly, we suggest that (4) the Governor may wish to instruct the Office of
Personnel Management to improve timekeeping policies and procedures to ensure
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that time and attendance of government employees are accurately reported. These
policies and procedures should take into consideration various methods of
monitoring time and attendance (e.g. through time cards, use of “flexible time”
methods, etc...) and their applicability to a particular agency. The policies and
procedures should be specific and detailed enough so that the duties and
responsibilities of each employee, timekeeper, and top management are clearly
understood. Upon finalization, all government offices, including autonomous
agencies should also be required to adopt similar policies and procedures.

We have also separately issued detailed recommendations to the departments, offices,
and agencies which were included in our findings. These recommendations are
included in Appendix C.

Office of the Governor Response

The Governor concurred with Recommendation 4 and stated that he would instruct
the Director of Personnel to review existing policies and procedures and make any
necessary amendments to ensure that the CNMI’s timekeeping and attendance
policiesand procedures give proper guidance to the appointing authorities and their
designated timekeepers in the accurate reporting of time and attendance.

OPA Comments
Theresponse did not provide a time frame for action, and therefore Recommenda-

tion 4 remains open. The additional information or action required to close the
recommendation is presented in Appendix G.
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APPENDIX A
Page 1 of 3

Summary of Offices, Departments, and Agencies Inspected
From July 12, 1995 to June 26, 1997

Abbrevia- Date Draft Memo Response

tions Sections/Divisions/Offices Inspected Inspected Date Date

Executive Branch Offices and Departments

Department of Labor and DLI Divisions of Labor, Immigration, and Employment 1 11/1/95 12/21/95 12/29/95

Immigration

Department of Finance DOF Division of Procurement and Supply (P&S) 2 12/22/95 1/6/96 9/5/96
Secretary’s Office and Division of Finance and 3 12/29/95 2/23/96

Accounting (Sec/F&A)

Division of Customs 4 12/29/95 6/7/96
Division of Revenue and Taxation (Cus/Rev&Tax)

Department of Land and DLNR Division of Fish and Wildlife (DFW) 5 7124195 8/16/95 1/25/96
Natural Resources
Main Office, Zoning Division, Division of Fish and 6 11/1/95 * n/a
Wildlife, Coastal Resources Management
Division of Plant Industry - Quarantine Section 7 12/29/95 2/14/96 ** n/a
Coastal Resources Management Office (CRMO) 8 1/29/96 7111/96 no
response
Zoning Division Office (ZDO) 9 2/22/96 6/7/96 6/11/96
Public Information Office PIO Main Office 10 7/5/96 9/23/96 10/17/96
Department of Community DCCA Carolinian Affairs Office (CAO) 11 8/16/95 711/96 9/30/96
and Cultural Affairs
Carolinian Affairs Office 12 11/1/95 1/16/96** n/a
Main Office and Nutrition Assistance Program 13 12/29/95 1/26/96 2/27/96
(Main/NAP)
Public Defender’s Office PDO Main Office 14 11/1/95 2/15/96 3/15/96
Department of Commerce DOC Marianas Visitor's Bureau (MVB) 15 11/1/95 2/5/96 3/7/96
Main Office 16 11/22/95 2/1/96 2/8/96
Office of Management and OMB Main Office 17 12/29/95 3/22/96 no
Budget response
Civil Service Commission CsC Main Office 18 2122196 7/11/96 8/7/96
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APPENDIX A
Page 2 of 3

Summary of Offices, Departments, and Agencies Inspected
From July 12, 1995 to June 26, 1997

Abbrevia- Date Draft Memo Response
tions Sections/Divisions/Offices Inspected Inspected Date Date
Department of Public DPH Materiel Management Section (MMS) 19 7112/95 8/11/95 8/16/95
Health 9/1/95
Personnel, Medicaid, Medical Affairs, Housing 20 11/1/95 11/2/95** n/a

Dept., Accounting, Housekeeping, Billing Dept.,
Medical Referral, Respiratory, Business Office,
Social Services, Operating Room, Hemodialysis,
ICU, Pediatrics, OB/NSY, MSO, Laboratory, Di-
etary Unit, Physical Therapy/ Radiology, Adminis-
tration/ Medical Records, Psychiatric, AC2, C&D
sides, Dental, Administrative Services, Home
Health Care, Maternal Child Clinic, Health Educa-
tion/Nutrition

Sections with collection function including admitting 21 1/28/97 * n/a
cashiers, dietary cashiers, accounting cashiers,
public health, and dental

Department of Public DPW Division of Environmental Quality, Administrative, 22 11/1/95 * n/a
Works Operation and Maintenance, and Technical Ser-
vices
Office of the Secretary, Administrative Services 23 715196 11/13/96 no
Division, Technical Services Division, Roads and response

Facilities Division, Operation and Maintenance
Division, Building Safety Code, and Transporta-
tion/Automotive/Heavy Equipment Division

Municipalities
Northern Islands
Office of the Mayor NIMO Main Office 24 11/1/95 1/4/96 1/30/96
Rota
Office of the Mayor RMO Main Office 25 10/2/95 1/11/96 no
response
Rota Municipal Council RMC Main Office 26 10/2/95 12/21/95 1/11/96
Saipan
Saipan Municipal SMC Main Office 27 12/29/95 * n/a
Council
Saipan Mayor’s Office SMO Main Office and Repair Shop 28 12/29/95 * n/a
Main Office 29 6/25826/97 * n/a
Tinian
Office of the Mayor TMO Main Office 30 10/2/95 2/28/96 3/7/96
Sixth Tinian Municipal T™MC Main Office 31 10/1/96 10/31/96** n/a
Council
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Summary of Offices, Departments, and Agencies Inspected
From July 12, 1995 to June 26, 1997

Abbrevia- Date Draft Memo Response

tions Sections/Divisions/Offices Inspected Inspected Date Date

Judicial Branch

Superior Court SPRC Main Office 32 11/1/95 3/6/96 5/14/96
Main Office 33 12/29/95 6/7/96 no
response
Supreme Court SPMC Main Office 34 12/29/95 6/7/96 no
response

Autonomous Agencies

Commonwealth Utilities cuc Main Office 35 11/1/95 12/21/95 1/12/96
Corporation

Northern Mariana Islands NMIRF Main Office 36 11/1/95 2/15/96 2/22/96
Retirement Fund

Northern Marianas Col- NMC Administrative Services, Admissions and Records, 37 11/1/95 6/14/96 8/15/96
lege Business Office, Financial Aid Office, Student

Services/Counseling Office, Agriculture and Life
Science/Land Grant Office, and President's Office

Northern Marianas Hous- NMHC Main Office 38 11/1/95 1/18/96 2/5/96
ing Corp.

Commonwealth Develop- CDA Main Office 39 11/1/95 1/4/96 1/5/96
ment Authority 2/7/96
Commonwealth Ports Au- CPA Administration, Engineering, and Accounting Sec- 40 11/1/95 1/19/96 ** n/a
thority tions

Public School System PSS Instruction/Curriculum Office, Personnel Manage- 41 1/29/96 * n/a

ment Office, and Procurement &
Supply/Administration Office

* No draft audit memorandum was previously issued. Major findings noted were included, however, in this report and in APPENDIX B.

*  Minor findings only were noted and the agency immediately acted to close the findings; thus, only an internal memorandum was prepared and the findings were not
included in this report or in APPENDIX B.

n/a  Not applicable.
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. DLNR - ZDO
.PIO
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.NMC
.NMHC
.CDA
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Appendix B
Page 1 of 65

DETAILS OF FINDINGS NOTED IN THE

OFFICES, DEPARTMENTS, AND AGENCIES INSPECTED

Date
Inspected

11/1/95
12/22/95
12/29/95
12/29/95

7124195

11/1/95

1/29/96

2/22/96

7/5/96

8/16/95
12/29/95

11/1/95

11/1/95
11/22/95
12/29/95

2/22/96

7/12/95

1/28/97

11/1/95

7/5/96

11/1/95

10/2/95

10/2/95
12/29/95
12/29/95

6/25826/97

10/2/95

11/1/95
12/29/95
12/29/95

11/1/95

11/1/95

11/1/95

11/1/95

11/1/95

1/29/96

Date Responded

to the Draft Report

3/30/98

3/16/98
3/20/98

3/3/98

5/4/98
5/4/98
2/24/98

3/4/98
3/3/98
3/10/98
2124198

Page No. of 65

2
3
4
5
8

11
13
15
16
18
20
23
24
26
28
29
31
33
34
38
40
42
44
46
48
49
51
53
55
56
57
58
61
63
64
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Notes:

1. The reference after the finding title
pertains to the finding reference number
as listed in APPENDIX D and E.

2. The original recommendations were

revised and rearranged for uniformity
purposes. The essence of the recom-
mendations was not changed, however.

3. Individual responses of the agencies

were summarized in this appendix and
no longer attached to the report.
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DETAILS OF FINDINGS NOTED IN THE
OFFICES, DEPARTMENTS, AND AGENCIES INSPECTED

1. DEPARTMENT OF LABOR AND IMMIGRATION (DLI) - Divisions of Labor, Immigration,
and Employment - 11/1/95 Inspection

Our audit showed that (1) the Division of Employment's timekeeper did not report the 5 hours annual leave
she took on November 1, 1995; (2) this timekeeper made at least nine alterations on the Summary Time Sheet
(STS), including her regular hours which she changed from 44 to 48, but all the alterations were initialed only
by her; and (3) four employees of the Division of Labor were without time cards.

Timekeeper’s Annual leave Improperly Charged to Regular Hours (A.1.2)

The Division of Employment's Timekeeper was not present when we inspected DLI employees' time and
attendance and the time card showed that she took 5 hours annual leave during that day. The STS showed,
however, that the timekeeper did not charge herself any annual leave during the pay period.

The Division of Employment’s Timekeeper made about nine alterations on the STS (pay period ending 11/11/95),
including her regular hours which she changed from 44 to 48. All the alterations were initialed only by the
timekeeper in violation of the Timekeeping and Payroll Procedures Directive, Section 111 B.1 which provides
that corrections on the STS must be initialed by both the timekeeper and the department or activity head.

No Record of Employees’ Daily Time-In-and-Out (B.2)

We also found that four employees of the Division of Labor were without time cards. The Division of Labor's
Timekeeper said that two of these employees were not required to punch the time clock because they were not
paid out of the department's account, but instead under the Office of the Governor and federal accounts,
respectively. The two other employees were both exempted from punching the time clock by a memorandum
from the Secretary of DLI. She could not provide us a copy of the said memorandum, however. The timekeeper
stated that the leave for these employees was determined based on the application for leave submitted.

Recommendations

We recommend that the Secretary of DLI (1) take appropriate disciplinary action against the timekeeper; (2)
require the Director of Employment to consistently exercise due care in the review of each STS; (3) require
both the Director of Employment and the timekeeper to initial any alteration in the STS; and (4) require all
employees to punch the time clock or maintain a document which can monitor daily time and attendance.

DLI Response

The Secretary of DLI concurred with all the recommendations, and provided OPA a copy of the revised
assignment of administrative duties and responsibilities which addressed the OPA recommendations. The
timekeeper was relieved of her administrative duties and the review of the STS for all divisions was centralized
in the Administrative Supervisor. The four employees without time cards were required to use the time clock
through a memorandum.

OPA Comments
We consider Recommendations 1 to 4 closed.
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DETAILS OF FINDINGS NOTED IN THE
OFFICES, DEPARTMENTS, AND AGENCIES INSPECTED

2. DEPARTMENT OF FINANCE (DOF) - Division of Procurement and Supply (P&S) - 12/22/95
Inspection

Our audit showed that the P & S office was closed for an employees' Christmas party at the Civic Center on
the afternoon of December 22, 1995, and that employees charged one-half day to administrative leave with pay.

Improper Grant of Administrative Leave to Employees (A.2)

Our inspection showed that P & S granted administrative leave to its employees for the afternoon of December
22, 1995. According to the P & S Director, they closed business on the afternoon of December 22, 1995 and
held a Christmas party at the Civic Center (Susupe). He added that such practice is customary and has always
been done in the past. Our review of the corresponding STS showed that the employees did not use annual
leave for their Christmas party. The hours spent on the Christmas party were included in their regular hours
since the employees were granted administrative leave with pay. According to the P & S Director, the DOF
Secretary gave verbal approval for this.

Recommendations
We recommend that the Secretary of DOF (5) take steps to reverse the administrative leave grantedtoP & S

employees covering one-half-day for December 22, 1995; and (6) refrain from closing its office and granting
administrative leave for those occasions not provided in the personnel regulations, such as Christmas/New Year

party.

DOF Response

The Secretary of DOF stated that to address the OPA recommendations in the three audit memorandumsissued
to DOF, a DOF Time and Attendance Policy was issued. For Recommendation 5, the Secretary stated that the
P&S Director would be asked to forward to OPA an amended time sheet showing reversal of the administrative
leave.

OPA Comments

We consider Recommendations 5 and 6 open because of the following :

Recommendation 5 - P&S Director did not provide OPA an amended time sheet. The response did not provide
a time frame for action, and therefore the recommendation remains open.

Recommendation 6 - The response and the Policy did not address the recommendation.

The additional information needed to close the recommendations is presented in APPENDIX C.
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3. DOF - Secretary’s Office and Division of Finance and Accounting - 12/29/95 Inspection

Our audit showed that the (1) employees of the Secretary’s Office did not use the time clock or maintain other
documentsto record their daily time and attendance; and (2) employees of the Division of Finance and Accounting
used the time clock but certain employees were allowed to manually fill in the time cards.

No Record of Employees’ Daily Time-In-and-Out (B.1)

Our review showed that DOF did not require employees at the Secretary’s Office to record their daily time-in-
and-out. The timekeeper told us that daily recording of time and attendance was not required since employees
at the Secretary’s Office charge only regular hours and without overtime. In case an employee takes leave, such
employeefills out a leave form which is submitted to the Secretary for approval. The approved leave forms were
summarized and posted in the STS. Regular hours were then posted in the STS for the remaining hours after
considering leave.

Manually Filled Out the Time Card Instead of Using the Time Clock (B.3)

Our review of the time cards of the Division of Finance and Accounting showed that two employees had manually
filled out their time-in-and-out on December 29, 1995. Instead of using the time clock, one employee had
manually filled out his time-out in the morning as well as his time-in-and-out in the afternoon. The other
employee had manually filled out her time-in on the morning of December 29, 1995. The timekeeper told us
that the two employees might have missed punching the time clock because they held a party in the office on
the afternoon of December 29, 1995. Although the manual entries were initialed by the supervisors, the
timekeeper’s explanation on the employees’ failure to use the time clock was not reasonable. DOF employees
should only be allowed to manually fill out the time cards in appropriate cases, such as when the time clock is
not operable.

Recommendations

We recommend that the Secretary of DOF issue amemorandum requiring (7) employeesat the Secretary's Office
to punch the time clock or maintain a document which can monitor daily time and attendance; and (8) all
employees of the Division of Finance and Accounting to stop manually timing-in-and-out except in appropriate
cases (such as when the time clock is not operable), which should be justified and approved by the division
manager.

DOF Response

The Secretary of DOF concurred with the recommendations, and provided OPA a copy of the DOF Time and
Attendance Policy which addressed the recommendations in the three OPA audit memorandumsissued to DOF.

OPA Comments

We consider Recommendations 7 and 8 closed. Both recommendations were addressed in the Policy.

June 1998 ! Audit of CNMI Government Employees’ Time and Attendance 33



OPA I Appendix

Appendix B
Page 5 of 65

DETAILS OF FINDINGS NOTED IN THE
OFFICES, DEPARTMENTS, AND AGENCIES INSPECTED

4. DOF - Divisions of Customs (Customs) and Revenue & Taxation (Rev&Tax) - 12/29/95
Inspection

Our audit showed that (1) several Rev&Tax employees were allowed to earn in-house compensatory time
(comptime) hourswithoutasupportingauthorization form; (2) six Rev& Tax officialsand two Customs officials
were exempted from using the time clock; (3) seven Customs employees manually filled out their time cards
toindicate time-outand one employee failed to time-out; our subsequent follow up review further showed that
one of the seven Customs employees manually filled out his time card for more than half of the pay period;
and (4) the Rev& Tax Timekeeper could not present evidence to document the call of one employee whoarrived
late every morning and who charged the accumulated eight late hours to sick leave.

No Written Directive from the Employees’ Superior to Perform Comptime (A.3)

Our inspection on December 29, 1995 showed that six of sixteen Rev&Tax employees who took leave used in-
house comptime (monitored within the division) to offset the leave. Our review of comptime earned during
the past nine pay periods showed that one employee earned 9, 1.5, and 16.5 comptime hours in pay period nos.
19, 20, and 25, respectively, even without supporting authorization forms. According to the Acting Director
of Rev&Tax, an authorization form is usually prepared only if the work is a “big” task, i.e., it involves several
employees on one task. However, we noted that not all comptime classified as “big” task was supported with
authorization forms. For the comptime of the employee in question, no authorization forms were completed
because only she was involved in the tasks. She orally requested comptime and the approvals were also given
orally.

No Record of Employees’ Daily Time-In-and-Out (B.2)

We noted six Rev&Tax officials and two Customs officials who were exempted from using the time clock. The
Acting Director of Rev&Tax said that the six Rev&Tax officials were exempted from punching the time clock
based on verbal instructions of the Secretary of Finance.

Exempt Employee Improperly Earned Overtime (A.3)
Manually Filled Out the Time Card Instead of Using the Time Clock (B.3)
Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Our review of the time cards of Customs employees showed that for the afternoon of December 29, 1995, seven
employees manually filled out their time cards to indicate time-out and one employee failed to time-out. Only
three of the eight employees had their supervisor’s initials on their time cards. The timekeeper explained that
the employees might have missed punching the time clock because they held a party near the office on the
afternoon of December 29, 1995. They could have gone straight to the party from their duty post and forgot
to stop by the office to time-out.

Our subsequent follow-up review showed that the Administrative Officer (one of the seven Customs employees)
manually filled out his time card for more than half of the pay period. During the first week of the pay period
ending January 6, 1996, he manually timed-in each morning at 7:30 a.m. and timed-out at 12:00 noon, and
manually timed-in each afternoon at 1:00 p.m. During the second week, about 50 percent of his time entries
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were also made manually. All the manual time entries, however, were approved by the Customs Director by
signing hisinitials at the side of the manual entries. Onall afternoons during that pay period, the employee timed-
out between 6:00 and 7:30 p.m. using the time clock.

The Director of Customs explained that the employee timed-in manually in the morning because he usually
went straight to the offices located at Capitol Hill to do errands (e.qg., to pick up mail). The employee has an
assigned government car and lives closer to Capitol Hill so that doing errands on hisway to the Customs-Airport
office would result in savings of time and gas. Customs, however, did not have procedures to determine the
actual time the employee started work. The employee also manually filled out the time-out before lunch and
time-in after lunch because he was out of the office before lunch time to do administrative work and returned
to the office after lunch time. Customs, however, did not have a procedure to document the whereabouts of
employees who leave the office during working hours.

The STS showed that aside from the regular 80 hours, the Customs Administrative Officer earned an additional
15 hours for staying beyond 4:30 everyday although exempted from overtime under the Fair Labor Standards
Act (FLSA).

Calls of Employees Reporting Leave not Documented (B.5.b)

Our review of time cards showed that one Rev&Tax employee accumulated eight hours of tardiness for the
pay period ending January 6, 1996. STS showed that the tardiness was charged to sick leave. In the Application
for Leave, both the annual and sick leave were checked as “Type of Leave” and in the remarks, “Tardy” is written.
The Revand Tax timekeeper told us that this employee was allowed to charge 8 hours SL because the employee
has just returned from compassionate leave and he had a headache every morning during that pay period. The
timekeeper added that the employee called his supervisor every morning during those days to report that he
was not feeling well. When asked, however, for the evidence to document the calls of the employee, the timekeeper
said she could not show one because she was not consistent in writing the message in the message book and
there were instances when the message was not relayed to her.

Recommendations

We recommend that the Secretary of Finance issue a memorandum to the Customs and Rev&Tax Directors
(Acting) to (9)instructall employees to have their comptime requested and approved in advance through a Request
and Authorization Form; the branch manager should certify to the timekeeper all comptime work performed
and the timekeeper should credit the employee only for comptime hours supported by an authorization form;
(10) establish alternative procedures which will document emergency comptime approval; (11) require all
employees to punch the time clock or maintain adocument which can monitor daily time and attendance; (12)
stop allowing employees to manually time-in-and-out except in appropriate cases (such as when the time clock
is not operable), which should be justified and approved by the division manager; (13) establish procedures for
monitoring time of employees who for valid reasons go directly to other offices before reporting to the main
office; (14) establish a sign-in-and-out sheet which should include the date, name of employee, time of leaving
the office, time returned, location, contact tel. no. and purpose. Employees should be required by amemorandum
to personally log entries in the sign-in-and-out sheet when leaving the office during office hours; (15) comply
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with the FLSA requirement regarding overtime; and (16) establish procedures for documenting the calls of
employees reporting leave.

DOF Response

The Secretary of DOF concurred with the recommendations, and provided OPA a copy of the DOF Time and
Attendance Policy which addressed the recommendations in the three OPA audit memorandumsissued to DOF.

OPA Comments

We consider Recommendations 9 to 16 closed. All the recommendations were addressed in the Policy.
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5. DEPARTMENT OF LANDS AND NATURAL RESOURCES (DLNR) - Division of Fish and Wildlife
(DFW) - 7/24/95 Inspection

Our audit showed that the DFW Director (1) was Absent Without Leave on June 29 and 30, 1995 but these
absences were improperly charged to annual leave; (2) came in late on 18 occasions out of the 30 working days,
ranging from one to four hours a day, but was not given appropriate disciplinary action; and (3) did not time-in-
and-out for the pay period ending June 10, 1995. Further, our inspection on July 24, 1995 showed that (4) two
employees were reportedly on sick leave for the day but there was no documentation to show that the employee
called in to take sick leave; and (5) four employees who were not at the Lower Base office at the time of the
inspection did not log-out.

Employee Absent Without Leave Improperly Charged with Annual Leave (A.1.3)

Our review of the time card of the DFW Director for the pay period ending July 8, 1995 revealed that he was
Absent Without Leave (AWOL) on June 29and 30, 1995. Our review of STS showed, however, that the AWOL
hours were charged to annual leave. This occurred because the Secretary of DLNR approved the use of annual
leave instead of charging it to AWOL.

Employee’s Frequent Absences and Tardiness (A.1.4)

Our review showed that from June 11 to July 22, 1995, representing three pay periods with 30 working days,
the DFW Director came in late on 18 occasions ranging from one to four hours late. The lost hours were always
charged to annual leave. During our actual inspection on July 24, 1995, we noted that the Director came in at
9:54 a.m. but neither timed-in nor timed-out in the afternoon. For the next two days (July 25 and 26), the
Director'stime card did not show any time-in-and-out. We learned later that the Director took sick leave during
these days.

However, in spite of frequent absences and tardiness, he was not even givenawarning or reprimand. Our review
of the Director's files at the CNMI Personnel Office showed no written warning or reprimand regarding his
frequent absences and tardiness.

No Record of Employee’s Daily Time-In-and-Out (B.2)

Our review of the DFW Director's time card for the pay period ending June 10, 1995 did not show any time-in-
and-out. The time card contains only a handwritten note that the Director worked 72 hours, excluding 8 hours
holiday, with the timekeeper'sinitials. The corresponding STS also showed that the Director worked 72 hours.
The STS was approved by the DLNR Secretary.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Four employees who were not at the Lower Base office at the time of the inspection did not log-out. These
employees were purportedly doing site inspection and patrol at designated beach areas. Although we saw these
employeesat the Marinaand Lower Base offices at the end of the day, we were not able to locate these employees

when we were conducting the actual inspection. DFW has a whiteboard where DFW employees indicate their
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destination when they leave the office. However, there was no written policy to enforce such procedure, and
information in the whiteboard was not something retained and available for subsequent review.

Calls of Employees Reporting Leave not Documented (B.5.b)

Our inspection on July 24, 1995 showed that two employees did not time-in because they were reportedly on
sick leave. However, there was no documentation to show that the employees called in to take sick leave. According
to the timekeeper, the sick leave hours were normally noted in the time card but there was no notations made
on the employees' time cards at the time we were conducting the inspection. Sick leave forms were filled out
when the employee reported back for work. In addition, the time cards of the two other employees did not show
a time-in on July 24, 1995. The employees claimed that there was no time card yet when they arrived in the
office at 7:00 to 7:15 am.

Recommendations

We recommend that the Secretary of DLNR (17) require the DFW Director to time-in-and-out. In case the
Director fails to time-in or out, the timekeeper should charge the corresponding hours to Leave Without Pay
(LWOP) or AWOL, as applicable; (18) admonish the DFW Director for repeated lateness and absences; (19)
stop allowing employees to manually time-in-and-out except in appropriate cases (such as when the time clock
is not operable), which should be justified and approved by the division manager; (20) establish procedures for
documenting the calls of employees reporting leave; (21) require the timekeeper to ensure that time cards are
available at the start of each pay period; and (22) establish a sign-in-and-out sheet which should include the
date, name of employee, time of leaving the office, time returned, location, contact tel. no. and purpose. Employees
should be required by a memorandum to personally log entries in the sign-in-and-out sheet when leaving the
office during office hours.

DLNR Response

The Secretary of DLNR stated that he would take immediate action on all the audit recommendations, and
provided OPA a copy of the Acting DFW Director’s memorandum to all staff members to comply with certain
OPA recommendations and with personnel regulations.

OPA Comments

We consider Recommendations 17, 20, and 22 closed. Recommendations 18, 19, and 21 are considered open

because the recommendationswere notaddressed in the Acting DFW Director’smemorandum. The additional
information needed to close the recommendations is presented in APPENDIX C.
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6. DLNR - Main Office - 11/1/95 Inspection

Our audit showed that the employees did not consistently log-in the sign-in-and-out sheet whenever they left
the office during working hours.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

The audit showed that employees did not consistently log-in the sign-in-and-out sheet. Of the 54 entries in
the sign-in-and-out sheets (covering the period from October 23 to November 23, 1995), only 32 indicated
that they returned to the office.

According to the Timekeeper, DLNR was not strict in enforcing the use of sign-in-and-out sheet. Thus,
employees did not consistently use the sheets.

Recommendation

We recommend that the Secretary of DLNR (23) issue amemorandum requiring all employees who leave the
office during working hours to personally log their destination (including purpose, time of leaving, and time
returned) in sign-in-and-out sheets.

DLNR Response

No response was received from the DLNR Secretary.

OPA Comments

We consider Recommendation 23 open. The additional information needed to close the recommendation is
presented in APPENDIX C.
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7. DLNR - Coastal Resources Management Office (CRMO) - 1/29/96 Inspection

Our audit showed that (1) the CRMO employees did not indicate their actual time-in-and-out; and (2) six
employees were reportedly out in the field for the day with no documentation to show where they went, their
purpose in leaving the office, and the time they left the office.

Did not Indicate Actual Time-in-and-Out (B.4)

Our subsequent review showed that the time recorded on the Daily Time Sheet (equivalent to time cards) was
the employees’ normal working hoursand not the actual time employees were at work. Our review of the Daily
Time Sheet for the pay period ending 2/3/96 showed that almost all employees had identical time entries, i.e.,
time-in was reported at 7:30 a.m. while time-out was at 4:30 p.m. Also, we noted that in several time entries,
the handwriting looks the same. It appears that only one person timed-in-and-out for several employees. The
timekeeper agreed with the finding but does not want to identify the employee who did it.

Also, we noted that the two employees assigned in Rota and the one in Tinian did not submit to the CRMO
main office documents which show their daily time-in-and-out. They submitted Weekly Time Sheet but these
show the employee’s daily and weekly charges only and not the actual time-in-and-out. Thus, in preparing the
STS, the timekeeper used the information indicated in the Weekly Time Sheets to account for the employees’
daily time and attendance at work.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Duringour inspection, seven employees were out of the office; the timekeeper told us that six were out on official
business and one was on leave. According to the timekeeper, the Director and the Permit Manager were out
on a meeting at the DLNR Secretary’s Office, two were out in the field doing inspections, and two were out
doing errands. CRMO provided us a record called Monitoring Schedule- Major Sitting Projects which shows
the schedules of several employees, particularly field inspectors. The Monitoring Schedules showed that the
two employees doing field inspections had various field inspection schedules that afternoon. For the two
employees doing errands, their location on the afternoon of January 29,1996 could not be determined from
the Monitoring Schedule because there were only statements in the schedule saying that one was on “other duties
assigned” and the other was doing “update permit condition tracking”. The Monitoring Schedule also did not
mention anything about the location of the Director and the Permit Manager and no other document showed
their actual location. To verify the timekeeper’s statement that the two employeeswere at the DLNR Secretary’s
Office, the OPA staff membersimmediately called the Secretary’s Office. A staff member, however, told us that
there was no such meeting at DLNR and the two employees were not seen at their office. The following day,
the Permit Manager told us that he was doing site visits during our inspection.

Also, during the inspection, four employees did not time-in on the morning, time-out before lunch, and time-in
after lunch in the Daily Time Sheet. The timekeeper told us that the two employees (Director and Permit
Manager) went straight to the DLNR Secretary’s Office to attend a meeting and had not come back to CRMO.
The other two went straight to the Northern Marianas College and arrived at the CRMO during our inspection.
The timekeeper said that the four employees called the office in the morning and informed her on their
whereabouts; however, she forgot to time them in.
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Recommendations

We recommend that the CRMO Director (24) issue amemorandum requiring all employees to personally record
their actual time-in-and-out in the Daily Time Sheet. Rotaand Tinian employeesshould also provide the CRMO
timekeeper with their copies of the Daily Time Sheet; (25) establish asign-in-and-out sheet which should include
the date, name of employee, time of leaving the office, time returned, location, contact tel. no. and purpose.
Employees should be required by a memorandum to personally log entries in the sign-in-and-out sheet when
leaving the office during office hours; and (26) establish a procedure for monitoring time of employees who
for valid reasons go directly to other offices before reporting to the main office.

CRMO Response

No response was received from the CRMO Director.

OPA Comments

We consider Recommendations 24 to 26 open. The additional information needed to close the recommendations
is presented in APPENDIX C.
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8. DLNR - Zoning Division Office (ZDO) - 2/22/96 Inspection

Our audit showed that the ZDO employees did not (1) indicate their actual time-in-and-out in the Daily Time
& Attendance Record; and (2) consistently sign-outin the Time Log Record whenever they left the office during
working hours.

Did not Indicate Actual Time-in-and-Out (B.4)

Our subsequent review showed that the time recorded on the Daily Time & Attendance Record was the
employees’ normal working hours and not the actual time employees were at work. Our review of the Daily
Time & Attendance Record (equivalent to time cards) for the pay period ending 2/17/96 showed that the
employees had identical time entries, i.e., time-in was reported at 7:30 a.m. while time-out was at 4:30 p.m. The
Acting Director explained that one staff member usually went straight to other offices to do errands (e.g., to
pick up mail); the staff member was using her personal car and therefore doing errands on her way to the office
resulted in savings of time and gas. ZDO, however, did not require her to document the actual time she arrived
at the office.

The Daily Time & Attendance Record for the period covered by the inspection (obtained during the inspection)
showed that employees did not consistently log-in-and-out. On February 20, 1996, two employees, and on
February 21, one employee, had not timed-in-and-out. No notation was indicated that the employees were on
leave.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Theauditshowed thatemployees did not consistently log- in the Time Log Record (equivalent to sign-in-and-out
sheets). During our inspection, we noted that the last entry in the Time Log Record was on February 16,1996.
Of the nine entries of log-outs, only two indicated the time they returned to the office.

According to the Acting Director, ZDO was not strict in enforcing timekeeping procedures because it had only
three employees. The Acting Director told us that each one of them knew the whereabouts of each other and
he was certain that proper time charges were made to employees

Recommendations

We recommend that the Acting Director of ZDO issue amemorandum requiring all employeesto (27) personally
record their actual time-in-and-out in the Daily Time & Attendance Record. Procedures should be established
for monitoring time of employees who for valid reasons go directly to other offices before reporting to the main
office; and (28) personally log their destination (including purpose, time of leaving, and time returned) in the
Time Log Record whenever they are out of the office during working hours.

ZDO Response

The Acting Director of ZDO concurred with both recommendations, and provided OPA a copy of his June
11,1996 memorandum to the staff members emphasizing the need for compliance with the personnel regulations
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regarding time and attendance records and with the in-house time log policy of signing-in-and-out each time
they leave the office.

OPA Comments

We consider Recommendations 27 and 28 closed.
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9. PUBLIC INFORMATION OFFICE (PIO) - 7/5/96 Inspection

Our auditshowed that (1) employeesat P1O did not maintain any document to record their daily time-in-and-out;
and (2) P10 did not maintain a sign-in-and-out sheet which documented employees’ whereabouts when going
out of the office during working hours.

No record of Employees’ Daily Time-In-and-Out (B.1)

Our audit showed that PIO did not require employees to record their daily time-in-and-out. The timekeeper
told us that employees at P1O continued this practice from the previous administration. Although the Special
Assistant for Administration issued amemorandum dated January 23, 1996 instructing P1O to use Daily Time
& Attendance Sheet (DT&AS - equivalent to time cards), no documentation of daily time-in-and-out was used
for employees of P10O.

Subsequent to our inspection, P1O provided us a copy of a Time Log Sheet which was implemented beginning
onJuly 8,1996 to document the daily time and attendance of PIO employees. The log sheet shows the employees’
daily time-in-and-out for both morning and afternoon, including the time spent for lunch break. However,
we noted that the Public Information Officer has not documented his own daily time-in-and-out in the newly
implemented Time Log Sheet.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Our audit showed that the whereabouts of the employees who were out for official or personal reasons were
not documented. For instance, our inspection on July 5, 1996 showed that one employee was reportedly out
of the office for 30 minutes after lunch break with no documentation to show the destination of the employee
and the purpose. When we asked the timekeeper where thisemployee was, she could not tell us the whereabouts,
and was not sure whether the employee was out on official or personal business.

Recommendations

We recommend that the Special Assistant for Administration (29) require all employees to punch the time clock
or maintain adocumentwhich can monitor daily time and attendance; and (30) establish asign-in-and-out sheet
which should include the date, name of employee, time of leaving the office, time returned, location, contact
tel. no. and purpose. Employees should be required by amemorandum to personally log entries in the sign-in-and-
out sheet when leaving the office during office hours.

P10 Response

The Special Assistant for Administration concurred with the recommendations, and provided OPA a copy of
the Minutes of Timekeepers Meeting held on September 30, 1996 when he emphasized to all the timekeepers,
including P1O’s, the need to observe the rules and regulations in regards to keeping proper time and attendance
for all employees. In the meeting, he stressed the importance of completing the daily time sheets and the in/out
logbook to properly monitor where an employee is at all times. He also said that in regards to those employees
who may not adhere to the regulations, he should be informed immediately so that the matter will be addressed
promptly.

OPA Comments

We consider Recommendations 29 and 30 closed.
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10. DEPARTMENT OF COMMUNITY AND CULTURAL AFFAIRS (DCCA) - Carolinian Affairs
Office (CAQO) - 8/16/95 Inspection

Our audit showed that CAO (1) allowed employees to work on a flexible time system; however, we found that
employees who timed in late did not make up for their late hours, and were granted a full eight hours of work
inthe STS; (2) did not require employees who left the office during office hours to log in the sign-in-and-out
sheets; and (3) did not record the calls of employees reporting sick leave.

No Leave Charged for Employees’ Accumulated Tardiness and Early Time-Off (A.1.4)

For the pay period ending August 5, 1995, our review of records showed that CAO allowed employees to work
on a flexible time system; however, we found that six employees timed-in late, did not make up for their late
hours, and were granted a full eight hours of work in the STS. Total unreported leave hours of the employees
ranged from 50 minutes to 1 hour 45 minutes.

By a memo dated May 29, 1996, the CAO Executive Assistant informed all staff members that those who are
late in the morning after 8 a.m. will not be given flexible time to make up but employees may take annual leave,
comptime or sick leave if they happened to be sick on that day. The memo stated that this action was in recognition
of OPA comments that there should be a fixed time line in the flexible time system. OPA, however, does not
oppose use of a flexible time system as long as there are detailed guidelines in its use, which should include
identifying the latest allowed time for employees to report in the morning and the condition that a full work
day is 8 hours from the time an employee reports to work.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

CAOQO did not require employees who left the office during working hours to log in the sign-in-and-out sheets.
During our inspection, five employees were out of the office and the timekeeper told us that they were out on
official business; however, no document was available to show their actual location. According to the timekeeper,
two were at Managaha Island maintaining the graveyard of Carolinian Chief Aghurubw, one was in Chalan
Laulau for community work, one was doing errands, and one reportedly had been in the office in the morning
but left to fix his personal vehicle’s flat tire. To verify this information, at around 3:00 p.m., two OPA staff
members went to Chalan Laulau and checked if the CAO employee was at the site but they did not find him
there. At around 4:00 p.m., the two OPA staff members proceeded to Smiling Cove to verify the two CAO
employees who were supposedly returning from Managaha Island at that time but again did not see the two
CAO employees.

The following day, the OPA staff members discussed the results of the verification with the timekeeper who
retracted some of the things she said during the inspection. She said that the two employees who were supposed
tobeat Managaha Island and one employee who had aflat tire were actually at the Whispering Palms Golf course
area repairing a rest room for a disabled Carolinian man. According to the CAO Executive Assistant, this was
part of the community work performed by CAO. On the other hand, the employee who should have been at
Chalan Laulau doing community work insisted that he was at the site.
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Subsequent to our inspection, CAO maintained a whiteboard where employees write their destination if they
go out of the office, but the information was also being erased daily. Thus, there was no permanent written
documentation of employees’ whereabouts to support their time charges.

Calls of Employees Reporting Leave not Documented (B.5.b)

According to the timekeeper, it was CAO’s policy to require employees who take annual leave to submit leave
formsin advance. In emergency cases, however, employees who have to take unscheduled leave would just call
the office to report the leave. The timekeeper said, however, that no one maintains official records of the calls.
The message was just written on a “post it” note, and later discarded.

Recommendations

We recommend that the CAO Executive Assistant (31) discontinue the practice of not charging the appropriate
type of leave inany time-off that reduces awork day to less than eight hours; (32) take steps to charge appropriate
leave for the employees’ unworked hours; (33) develop and implement written policies and procedures in the
use of the flexible time system if CAO decides to continue its use; (34) establish procedures for documenting
the calls of employees reporting leave; and (35) establish asign-in-and-out sheet which should include the date,
name of employee, time of leaving the office, time returned, location, contact tel. no. and purpose. Employees
should be required by a memorandum to personally log entries in the sign-in-and-out sheet when leaving the
office during office hours.

CAO Response

The CAO Executive Assistant concurred with all the recommendations. He stated that CAO is implementing
the sign-in-and-out sheet and has purchased a timeclock.

OPA Comments
We consider Recommendation 31 closed and Recommendations 32 to 35 open. The CAO Executive assistant

did not provide documents to evidence enforcement of the recommendations. The additional information needed
to close the recommendations is presented in APPENDIX C.
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11. DCCA - Main Office and Nutrition Assistance Program (NAP) - 12/29/95 Inspection

Our audit showed that (1) on the afternoon of December 29, 1995, the DCCA main office was closed and
employees were granted administrative leave, and the NAP office remained open but three employees were granted
administrative leave; (2) four employees of the DCCA main office had not maintained a record of their daily
time-in-and-out and one employee detailed to another agency had not provided DCCA a record of his daily
time and attendance; and (3) several employees of the DCCA main office had manually filled out the time cards
instead of using the time clock.

Improper Grant of Administrative Leave to Employees (A.2)

Our inspection showed that DCCA granted administrative leave to itsemployees for the afternoon of December
29, 1995 based on a memorandum issued by the DCCA Secretary. The memorandum stated that according
to information received from the Executive Branch, each Department Secretary may authorize four hours of
administrative leave for the afternoon of December 29, 1995.

When we visited the DCCA main office at 1:45 p.m. on December 29, 1995, we observed that some staff members
were having a party inside the office. We were able to interview a staff member from the Indigenous Affairs Office
who told us that the offices of Indigenous Affairs, Veterans’ Affairs, and Youth Services were already closed.
The staff member also told us that they were having a short party inside the office and they would be leaving
the office soon. We also asked for the DCCA Secretary; the staff member informed us that the Secretary had
already leftand had given instructions that DC CA staff members may take administrative leave for the afternoon.
We were told by some DCCA staff members that the Secretary and some DCCA staff members were at a local
hotel/restaurant for a lunch party when we visited the DCCA main office.

Based on our review of the time and attendance records at DCCA, we determined that there were 25 employees
stationed at the DCCA main office (excluding the Secretary and Division Heads). On the afternoon of December
29,1995, of the 25 employees, 19 took four hours each of administrative leave, three were absent but their absences
were properly charged to either sick leave or annual leave, two reported for work, and one was on an official
off-island trip. The DCCA timekeeper told us that the administrative leave of the 19 employees was charged
to regular hours in the STS for the period December 24, 1995 to January 6, 1996, which was approved by the
DCCA Secretary.

We visited the NIAP office at 3:45 p.m. on December 29, 1995, and observed staff members working although
they were aware of the memorandum issued by the DCCA Secretary. Three staff members, however, took
administrative leave on the afternoon of December 29, 1995 and were no longer at NAP when we conducted
the inspection. The time cards and STS of the three employees showed that two charged four hours each
administrative leave and one charged one hour administrative leave. Four other employees were absent on
December 29, 1995; however, their absences were properly charged to either annual leave or LWOP.

No Record of Employees’ Daily Time-In-and-Out (B.2)

Our review showed that four employees of the DCCA main office had not maintained a record of their daily
time-in-and-out. All three employees of the Indigenous Affairs Office (IAO) did not use the time clock or
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maintain any document to record their daily time-in-and-out. At the end of each pay period, the timekeeper
for the IAO summarized the number of regular and leave hours of the IAO employees and provided the
department timekeeper a summary. However, there was no supporting document at IAO, such as a daily time
card or log sheet, to show that the regular hours paid by DCCA were actually worked by the employees. In
addition, we noted that the time card of an employee of the Division of Youth Services (DYS) showed only the
dates of the applicable pay period without any record of the employee’s time-in-and-out.

Also, we noted that a DYS employee detailed to the Department of Public Safety (DPS) since November 1995
had not provided DCCA arecord of his daily time and attendance. At the end of each pay period, DPS provided
DCCA asummary showing the total hoursworked by the employee. However, DCCA was not provided arecord
of the daily time and attendance of the employee. Although we learned that DPS required the employee to time-in-
and-out, such record of time-in-and-out should be reviewed by DCCA since its account pays the employee’s
salary.

Manually Filled Out the Time Card Instead of Using the Time Clock (B.3)

Our review of the time cards showed that employees of the DCCA main office had not properly used the time
clock for their daily time-in-and-out. On December 29, 1995, 11 employees of the DCCA main office had
manually filled out the time cards instead of using the time clock for their time-out on the afternoon of December
29, 1995. Of the 11 employees, four employees also manually filled out the time cards for their time-in on the
morning of December 29, 1995.

Recommendations

We recommend that the Secretary of DCCA (36) take stepsto reverse the administrative leave granted to DCCA
employees covering the half-day of December 29, 1995; (37) refrain from closing its office and granting
administrative leave for those occasions not provided in the personnel regulations, such as Christmas/New Year
party; (38) require all employees to punch the time clock or maintain adocument which can monitor daily time
and attendance; and (39) stop allowing employees to manually time-in-and-out except in appropriate cases (such
as when the time clock is not operable), which should be justified and approved by the division manager.

DCCA Response

The Secretary of DCCA concurred with Recommendations 37 to 39, and stated that these recommendations
would be complied with. With regard to Recommendation 36, he stated that since it was the Executive Branch
which gave authority to the Secretary of DCCA to grant administrative leave, it would have to be the Executive
Branch’s decision to reverse that leave.

OPA Comments

We consider Recommendation 36 open, Recommendations 38 and 39 resolved, and Recommendation 37 closed.
The Secretary of DCCA should take steps to reverse the administrative leave granted to DCCA employees because
holding of a New Year’s party and similar festivities were notamong the administrative leave categories mentioned
in either the PSSRR and ESPR. The additional information needed to close the recommendations is presented
in APPENDIX C
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12. PUBLIC DEFENDER’S OFFICE (PDO) - 11/1/95 Inspection

Ourauditshowed that four lawyers were exempted from recording their time and attendance on the Daily Time
and Attendance Report.

No Record of Employees’ Daily Time-In-and-Out (B.2)

Our inspection showed that four lawyers employed by the PDO did not record their time and attendance on
the Daily Time and Attendance Report (DTAR - equivalent to time cards). According to the timekeeper, the
lawyers were exempted by the Public Defender from timing-in-and-out on the DTAR. If the timekeeper
determined that a lawyer performed eight hours of work in aday, she indicated 7:30 a.m. in the lawyer’s time-in
and 4:30 p.m. in the time-out. Her determination was based on the attendance of the lawyers in the office and
on information provided by the Public Defender as to their whereabouts.

Accordingtothe Public Defender, the exemption of the lawyers was based on the FLSA. FLSA regulations provide,
however, that nothing in it shall excuse any party from complying with any recordkeeping or reporting
requirementsimposed by local law. Non-compliance may lead to inaccurate data regarding time and attendance
of employees.

Recommendation

We recommend that the Public Defender (40) require all employees to punch the time clock or maintain a
document which can monitor daily time and attendance.

PDO Response

Theformer Public Defender disagreed with the recommendation, and (1) he questioned how, in good conscience,
he would watch an attorney perform 50 to 60 hours (or more) of work aweek and then dock him/her for coming
in a half hour late or taking a long lunch; also, the recommendation would hamper the PDO in attending night
trials, responding to weekend calls in the jail, and conducting investigations which require the cooperation of
people whowork during the day (i.e., those unavailable between 7:30a.m. and 4:30 p.m.); (2) stated that if salaried
employees are required to time-in, they may lose their status as exempt employees and the government may
be liable for their overtime; and (3) stated that there is no statute or regulation which requires that excepted service
employees should time-in-and-out on the DTAR.

Subsequently, the new Acting Public Defender responded to the draft audit report where he generally shared
the same opinion with the former Public Defender. He (1) reiterated that there is no Commonwealth statute
or regulation which requires that excepted service employees should time-in-and-out on the DTAR; and (2)
stated that there is no administrative benefit to be gained by requiring the lawyers to time-in-and-out. He explained
that the ESPR and the Instructional Memorandums issued by the Director of Personnel did not require that
exempt employees should time-in-and-out. PDO’s heavy caseload and dearth of attorneys will not allow PDO
to work less than the required 80 hours in a pay period. Also, the work that they do as attorneys is not always
conducivetoa7:30a.m.t04:30 p.m. schedule and would be time consuming and overly burdensome to attempt
to document. Given the dedication and professionalism of the lawyers in the PDO, imposing a requirement
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that they time-in-and-out on the DTAR is an unnecessary administrative regulation which will not increase
productivity, but could cause resentment.

OPA Comments

We consider Recommendation 40 open. PDO should reconsider and implement the recommendation. Our
comments to the former and the new Acting Public Defenders’ responses are as follows:

8. OPA believes that exempt workers are required to document their daily time-in-and-out. The Director of
Personnel exceeded his authority when he stated in his February 6, 1997 Instructional Memorandum that
the matter of exemptemployees signing/timing-in-and-out is a policy decision of the appointing authority
for the department/activity. The ESPR promulgated by the Civil Service Commission did not give such
authority to OPM or each department. Allowing each department to decide will result in unfairness and
inequity for all governmentemployees. Exemptworkers should be required to document their daily time-in-
and-out in the same way as covered workers, because existing federal laws and the March 20, 1997
Instructional Memorandum of the Director of Personnel permit the CNMI Government to deduct absences
of less than eight hours from the salaries of FLSA-exempt employees unless the lost time is offset through
additional work or charged against accrued annual leave. Determining lost time cannot be efficiently and
accurately performed without documentation of the exempt employees’ daily-time-in-and-out.

9. Exemptemployeesdo notlose their exemptstatus if required to time-in. Inthe February 6, 1997 Instructional
Memorandum of the Director of Personnel titled “Work Schedule/Sign-in Requirements for FLSA Exempt
Status Employees”, he stated that an exempt employee can be required to sign/time in/out for record and
control purposes. This is nota violation of their exempt status. This is consistent with the August 19, 1992
additional regulations issued by the United States Department of Labor on the salary basis test applicable
only to the public sector, which state in part:

“Special provisions applicable to employees of public agencies.

(a) An employee of a public agency who otherwise meets the requirements of §541.118° shall
not be disqualified from exemption under 88541.1, 541.2, or 541.3% on the basis that such
employee is paid according to a pay system established by statute, ordinance, or regulation, or
by a policy or practice established pursuant to principles of public accountability, under which
the employee accrues personal leave and sick leave and which requires the public agency
employee’s pay to be reduced or such employee to be placed on leave without pay for absences
for personal reasons or because of illness or injury of less than one workday when accrued leave
is not used by an employee . . .”

This means that employees on a pay system such that they are required by the Public Defender’s Office to be
atwork from 7:30 a.m. to 4:30 p.m. do not lose their exempt status as Executive, Professional, or Administrative
because they are required to follow the system (e.g., timing-in-and-out).

®  Relates to employees exempt from the Fair Labor Standards Act as being Executive, Professional, or

Administrative.
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10. Although both Public Defenders claimed that the caseload in their office would not permit any attorney
towork lessthan 40 hours in aweek, we believe thatawritten record from 7:30 to 4:30 will allow supervisors,
e.g., the Public Defender, to evaluate employees’ time including time used outside these hours. OPA,
therefore, finds it necessary for PDO to adopt some form of documentation to account for the attorneys’
time especially since their work hours often differ from the regular government work hours. The Director
of Personnel, in his March 20, 1997 Instructional Memorandum, also stated that nonstandard schedules
should be documented. However, if use of DTAR is considered impractical, PDO can adopt another form
of documentation to achieve the purpose without unreasonably burdening employees. For example, Bi-weekly
Activity Reportscan be required from attorneys showing the number of hoursworked and a brief description
of the nature of the work performed daily. This documentation will serve as evidence of work performed
and at the same time provide the Public Defender a useful tool to determine the progress of work of its
attorneys.

The additional information needed to close the recommendation is presented in APPENDIX C.
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13. DEPARTMENT OF COMMERCE (DOC) - Marianas Visitors Bureau (MVB) - 11/1/95
Inspection

Our audit showed that three MVB employees whose positions and responsibilities qualify them as executive
employees were allowed to accumulate comptime. During our inspection, two of the three managers charged
their leave on November 1, 1995 to their comptime balance.

Exempt Employees Improperly Earned Comptime (A.3)

Our review of timekeeping records disclosed that three employees whose positions and responsibilities qualify
them as executive employees were allowed to accumulate comptime. Based on the Computation of Time Sheet
(CTYS) record, the Marketing Manager has accumulated comptime of 189.5 hours; the Comptroller has a
comptime balance of 79.25 hours; and the Field Operations Manager has a comptime balance of 115.25 hours.
During our inspection on November 1, 1995, the last two employees used comptime.

Based on the FLSA and Excepted Service Personnel Regulations, the dutiesand responsibilities of these employees
classify them as executive personnel. The Comptroller supervised 2 accounting staff members and was responsible
for the overall organization and supervision of the financial operation of MVB. The Field Operations Manager
supervised 38 field operation employees on Saipan, Tinian and Rota, and was responsible for planning the
functions and carrying out the responsibilities within Field Operations. The Marketing Manager supervised
2 Marketing Assistants and was responsible for monitoring the agency’s advertising and promotional projects.
He wasalso assigned to manage the Research Section and the Public Relationsand Community Programs Section
of MVB which had 7 personnel.

Recommendation

Werecommend that (41) the MVB Managing Director comply with the FLSA and the CNMI Excepted Service
Personnel Regulations by disallowing the accumulation and use of comptime by executive, professional and
administrative employees.

MVB Response

The MVB Managing Director concurred with the recommendation, and stated that as of December 31, 1995,
MVB no longer allowed its managers to accrue comptime. MVB stated that it sought direction from the Personnel
Office and OPA on what to do with/how to dispose of the accrued comptime that was recorded in the books
prior to audit. It was concluded that the accrued comptime could either be used up by, paid to, or converted
to the annual leave of, the employees. The affected employees opted to convert their comptime accruals into
annual leave.

OPA Comments

We consider Recommendation 41 closed because MVB complied with the FLSA and ESPR by disallowing its
managers to accrue comptime effective December 31, 1995. However, we no longer questioned MVB'’s
recognition of accrued comptime that was recorded in the books prior to audit because even if the regulations
on overtime exemption under the FLSA were promulgated by the Office of Personnel Management in May
1995, these were not fully implemented until January 1997.
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14. DOC - Main Office - 11/22/95 Inspection

Our audit showed that (1) three employees of the DOC main office had not maintained a record of their daily
time-in-and-out; (2) one employee of the DOC main office had manually filled out his daily time-in-and-out;
and (3) DOC had no record, such as a log-out sheet, to show the destination of the employee, and the purpose
and duration of the job.

No Record of Employees’ Daily Time-In-and-Out (B.2)

Our review of the time cards showed that three employees of the Commerce Division of DOC were not using
the time clock to record their daily time-in-and-out. At the end of each pay period, the DOC timekeeper recorded
hours worked on the STS based on time cards manually filled out by the three employees. Only the daily totals
of regular and leave hours were shown on the time cards. Without a record of their time-in-and-out, there was
no assurance that the time charged was actually worked by the three employees. The Commerce Executive
Assistant told us that the Secretary issued a verbal instruction that all his management staff members were not
required to time-in-and-out. The Director of Economic Development confirmed in a memorandum dated
December 7, 1995 that the Secretary instructed Division Heads to use their discretion in the use of the time
clock, so that management staff members were exempted from clocking-in-and-out.

Manually Filled Out the Time Card Instead of Using the Time Clock (B.3)

One employee of the Commerce Division maintained a time card but the records of his time-in-and-out were
not punched into the time clock. Instead, the employee manually filled out his time card and the manual record
did not reflect actual time. For all of pay period no. 24 (November 12 to 25, 1995), the employee consistently
wrote that he timed in at 7:30 a.m. and timed out at 11:30 a.m. in the morning and timed in at 12:30 p.m. and
timed out at 4:30 p.m in the afternoon. The manual time-in-and-out negates the purpose and internal control
for using the time clock. This practice allows the employee to be late or to leave the office early without being
detected.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Two employees were not in the DOC building when we conducted the inspection and we were told that the
employees were out on official business. However, DOC had no record, such as a log-out sheet, to show the
destination of the employees and the purpose and duration of the job. Without a log-out sheet, employees going
out of the office cannot be monitored by DOC. There was no record to determine whether time spent out of
the office was for official business.

Recommendations

We recommend that the Secretary of DOC (42) issue a memorandum requiring all employees to use the time
clock for their daily time-in-and-out and to maintain a document, such as a log sheet, which can monitor daily
time and attendance; (43) stop allowing employees to manually time-in-and-out, except in appropriate cases
(such as when the time clock is not operable) which should be justified and approved by the division manager;
and (44) establish a sign-in-and-out sheet which should include the date, name of employee, time of leaving
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the office, time returned, location, contact tel. no. and purpose. Employees should be required by amemorandum
to personally log entries in the sign-in-and-out sheet when leaving the office during office hours.

DOC Response

The Secretary of DOC disagreed with Recommendation 42 and stated that he planned to continue exercising
his discretion to exempt any employee he chose from the official timekeeping method and require alternative
methods such as log sheets (listing the sum total of the hours worked on any given day). Regarding
Recommendation 43, he stated that the employees’ supervisors would be instructed to continue ensuring the
submission of accurate timekeeping records. For Recommendation 44, he stated thata mandatory Sign-out Sheet
for all employees not on the clock and leaving the premises would be initiated. The Secretary further stated that
there was no absolute rule or regulation in the CNIMI government requiring use of time clocks, see PSSRR.

OPA Comments
We consider Recommendations 42 to 44 open because of the following.

Recommendation 42 - DOC should reconsider and implement Recommendation 42. Allowing certain employees
to use log sheets and list the sum total of the hours worked only on any given day does not ensure the accuracy
of the employees’ time and attendance. An effective control procedure to ensure that time charges are accurate
and actually worked by employees is to document the time that they actually arrive and leave the office, and
to provide information on additional hours worked, if any.

Recommendation 43 - The response did not address the recommendation to not allow employees to manually
time-in-and-out, except in appropriate cases (such as when the time clock is not operable), which should be
justified and approved by the division manager; thus, the recommendation remains open.

Recommendation 44 - The Secretary of DOC did not provide OPA copies of the Sign-out Sheetand instructions
to employees to log in the sheet.

The additional information needed to close the recommendations is presented in APPENDIX C.

PSSRR does not expressly require the use of time clocks. Although no statute or regulation requires the use
of time clocks, the Director of Personnel, in the February 6, 1997 Instructional Memorandum, stated that an
overtime exempt employee can be required to sign/time-in/out for record and control purposes. A covered
employee must time-in-and-out because compensation is based on the hours actually worked. The Director
of Personnel acknowledged OPA’s recommendation thatall employees should sign/time-in/out for accountability
purposes. OPA believes that there is no assurance that employees have actually worked 80 hours in a pay period
unlessthere isawritten record which would evidence the number of hours they actually worked. Written records,
such as daily time-in-and-out and sign-in-and-out sheets, help to effectively and efficiently account for an
individual’s time. Salaries of employees are paid from government funds and thus should be safeguarded from
waste and abuse.
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15. OFFICE OF MANAGEMENT AND BUDGET (OMB) - 12/29/95 Inspection

Our audit showed that for the pay period ended January 6, 1996 (1) the timekeeper was improperly granted
4 hours of compassionate leave on January 2, 1996 to attend a funeral prayer for her friend’s mother; (2) five
employees who timed-off early and worked for one-half to 2 hours less than the daily required 8 hours of work
were not charged with appropriate leave. Also, two employees with tardiness of 476 minutes for the pay period
were not charged LWOP but instead were granted full 8-hour credit in the STS for the working days they were
tardy; and (3) seven employees had neither timed-in-or-out in the time clock nor manually timed-out; one
employee was exempted from maintaining a time card; and one employee detailed to another agency had not
provided OMB a record of daily time and attendance.

Compassionate Leave Improperly Granted (A.1.2)

One of the leave form showed that the timekeeper was granted 4 hours of compassionate leave instead of annual
leave to attend a funeral prayer for her friend’s mother. This occurred because the Special Assistant for
Managementand Budget granted her 4 hours off and charged the leave to compassionate leave with pay although
the deceased was not an immediate family member of the employee.

No Leave Charged for Employees’ Accumulated Tardiness and Early Time-Off (A.1.4)

On December 29,1995, 5employees were allowed by the Special Assistant for Managementand Budget to leave
the office before 3:00 p.m., after aNew Year’s party in the office. Our verification of time cards for other working
days also showed that (1) an employee who was being allowed to report to work at 8:30 a.m., provided that she
work eight hours, had twice left the office before the required 5:30 time-off, for a total of 1.35 unworked hours
(on December 29, 1995 and January 2, 1996 the employee timed-in at 8:25 and 8:19 a.m and timed-out at 4:39
and 4:44 p.m., respectively), and (2) another employee on regular work schedule timed-in at 8:04 a.m and left
the office at4:02 p.m. onJanuary 5, 1996, for 1 unworked hour. Based on the STS, these employeeswere granted
a full eight hours of work instead of being charged paid leave or LWOP.

Also, our review of the ST S and time cards showed that 2 OMB employees accumulated 476 minutes of tardiness
which were charged to regular hours instead of LWOP. An employee was late for 1 hour and 16 minutes after
lunch break on January 5, 1996. Another employee was late 4 times during the pay period, ranging from 52
minutes to 1 hour and 38 minutes late in the morning and 1 hour 9 minutes late after lunch break.

No Record of Employees’ Daily Time-In-and-Out (B.2)

Our review of time cards showed that OMB employees had not properly used the time clock for their daily time-
in-and-out. For the pay period ended January 6, 1996, a total of 7 employees had neither timed-in-or-out in
the time clock nor manually timed-out. On December 29, 1995, 2 employees had nottimed-outand 1 employee
had manually timed-outinstead of using the time clock. According to the Special Assistant, one of these employees
was their administrative officer who usually goes out on official business to other government agencies. He was
sure that this employee was working because he received the results of this employee’s official business outside
the office.
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Our inspection on December 29, 1995 also showed that the Acting Assistant for Management and Budget was
exempted from using the time card. The Special Assistant said that he authorized the exemption because his
assistant worked more than the required hoursaday. His assistant was on call anytime after office hours without
receiving comptime or overtime.

Also, an employee detailed to the Special Assistant for Administration had not provided OMB a record of his
daily time and attendance. At the end of each pay period, the Special Assistant for Administration only provided
time and attendance reports showing the total hours worked by the employee daily.

Recommendations

We recommend that the Special Assistant for Management and Budget (45) take steps to charge appropriate
leave for the employees’ unworked hours; (46) discontinue the practice of not charging the appropriate type
of leave in any time-off that reduces a work day to less than eight hours; (47) issue a memorandum to all
employeesthat the Director of Personnel’s memorandum dated May 30, 1995 will be followed by taking adverse
action for offenses such as habitual tardiness; (48) take action to reverse the timekeeper’s compassionate leave
and charge him with annual leave; (49) ensure that compassionate leave is granted only in accordance with the
provisions of the personnel regulations; and (50) require all employees to punch a time clock or maintain a
document which can monitor daily time and attendance.

OMB Response

No response was received from the former Special Assistant for Managementand Budget. The new Acting Special
Assistant responded to the draft audit report; she concurred with the recommendations, and provided OPA copies
of the related time and attendance policies which addressed the recommendations.

OPA Comments

We consider Recommendations 46, 47, and 49 closed. Recommendations 45, 48, and 50 are considered resolved
because OPA was not provided documents (e.g., copies of application for leave, STS, written instruction to the

employees) to evidence enforcement of the recommendations. The additional information needed to close the
recommendations is presented in APPENDIX C.
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16.  CIVIL SERVICE COMMISSION (CSC) - 2/22/96 Inspection

Our audit showed that two CSC employees did not indicate their actual time-in-and-out in the time cards.
Did not Indicate Actual Time-In-and-Out in the Time Cards (B.4)

Our review showed that the time recorded on the time cards was employees’ normal working hours, not the
actual time employees were at work. Our review of the Executive Assistant’s time card for the pay period covered
by inspection showed that he had identical time entries, i.e., time-in was reported at 7:30 a.m. while time-out
wasat4:30 p.m. Our review of the other staff member’s time card also showed identical time entries, i.e., time-in
was reported at 8:00 a.m. while time-out was at 5:00 p.m.

According to the Executive Assistant, documentation of actual time-in-and-out was no longer necessary since
he and the other staff member in question were exempted from payment of overtime under the FLSA. The FLSA
Regulations provide, however, that nothing in that law shall excuse any party from complying with any
recordkeeping or reporting requirements imposed by local law.

Recommendation

We recommend that the CSC Chairman (51) issueamemorandum requiring all employeesto record their actual
time-in-and-out in the time cards.

CSC Response

The Acting CSC Chairman stated that CSC had implemented the recommendation beginning July 12, 1996,
the date when CSC received the OPA draft audit memorandum.

OPA Comments
We consider Recommendation 51 resolved because OPA was not provided documents (e.g., copy of written

instruction to the employees) to evidence enforcement of the recommendation. The additional information
needed to close the recommendation is presented in APPENDIX C.
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17. DEPARTMENT OF PUBLIC HEALTH (DPH) - Materiel Management Section (MMS) -
7/12/95 Inspection

Our audit showed that (1) two DPH-MMS employees who took a half day off from work without informing
the office were charged with annual leave instead of AWOL,; (2) DPH-MMS did not require employees who
leave the office to deliver materials or supplies to log in the sign-in-and-out sheets; and (3) DPH-MMS did
not record the calls of employees reporting leave.

AWOL Employees Improperly Charged with Annual Leave (A.1.3)

OnJuly 12, 1995 at around 1:00 p.m., our office received information that two DPH-MMS employees were
absent from work that afternoon without calling the office. We were informed that the two employees were
playing golf at a certain golf course. To verify the information, two OPA staff members left the office at 3:15
p.m. and proceeded to the DPH-MMS office at Lower Base. The OPA staff member talked with the Medical
Supply Office (MSO ) who told us he was having a problem with two employees who did not report for work
in the afternoon without calling the office. OPA staff members noted that the two time cards on the desk of
the MSO belonged to the two employees in question.

Todetermine whether the two employees were charged AWOL, we subsequently examined the STS, time cards,
and leave forms for the period covering our inspection date. We found, however, that both employees were
reported as being on annual leave instead of being charged AWOL.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

The MSO said that it was DPH-MMS policy to require employees who leave the office to log in the sign-in-and-
out sheets. According to the MSO, however, employees who go out to deliver materials or supplies to CHC
were not required to log because the delivery job was routine. He also explained that DPH-MMS has three radios,
one of which was given to the employee who performed the delivery (the other two radios were assigned to
him and his assistant). According to him, he could easily locate by radio the employee who delivered anytime,
anywhere. During our inspection, however, we noted that three employees were assigned to deliver to different
locations in separate vehicles. Thus, only one was probably given aradio. The other two could not easily be located
and checked. Further, even with aradio, an employee who gets caught performing unofficial business can easily
say that he is on leave. If employees are required to log their destination, erring employees cannot deny the fact
that they are abusing government time.

Calls of Employees Reporting Leave not Documented (B.5.b)

Accordingtothe MSQO, itwas DPH-MMS policy to require employees taking annual leave to submit leave forms
inadvance. Inemergency cases, however, employees needing to take unscheduled leave would just call the office
to report the leave. The MSO said, however, that no one documented the calls of employees reporting leave.
As a result, employees who did not report for work without prior approval could easily claim that they were
onannual leave or sick leave. DPH-MMS cannot contest their claim because no documentation was maintained
to record calls of employees reporting leave.
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Recommendations

Werecommend thatthe MSO (52) take appropriate disciplinary actions against the two AWOL employees; (53)
adjust the leave charges of the two employees by charging each of them 4 hours AWOL and crediting each of
them 4 hours annual leave; (54) establish procedures for documenting the calls of employees reporting leave;
and (55) instruct employees who leave the office during working hours to personally log their destination
(including purpose, time of leaving, and time returned) in a sign-in- and-out sheets.

DPH Response

The MSO concurred with Recommendations 54 and 55, and provided documents to evidence that corrective
measures were implemented. He expressed disagreement, however, with Recommendations 52 and 53. We
requested the Secretary of Public Health to reconsider Recommendations 52 and 53. Subsequently, the Secretary
provided OPA copies of the (1) letter instructing the Personnel Division to charge the two employees with four
hours of AWOL, and (2) reprimand letters issued to the two employees.

OPA Comments

We consider Recommendations 52 to 55 closed.
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18. DPH - SECTIONS WITH COLLECTION FUNCTION - 1/28/97 Inspection

Our audit showed that DPH (1) allowed an accountant to work at home and to indicate eight hours daily in
the time card; (2) did not require employees to time-out for lunch; (3) allowed a manager to manually fill out
her time card for more than half of the week and not have the manual entries immediately approved; and (4)
did not require employees who left the office during working hours to log in the sign-in-and-out sheets.

No Record of Employees’ Daily Time-In-and-Out (B.2)

The Accountant IV from Public Health (Employee No. 71487) was not present when we inspected DPH
employees’ time and attendance on January 28, 1997. Her time card could not be located either. Our subsequent
review showed that she claimed eight regular hours that day. In an interview, she stated that she was supposed
to be on leave that day. She showed us a copy of the application for leave form when she applied for leave for
two days (January 27 and 28, 1997) from 7:30 a.m. to 1:30 p.m. for a total of 10 hours. The remarks indicated
she was to assist at Mt. Carmel for Catholic Schools Week - Community Choir. She stated that she canceled
the leave, however, because she needed to perform work on the office budget at home. Her time cards showed
that she worked eight hours on each of those two days. Her time card did not reflect daily time-in-and-out.
Instead, number “8" was written in each day which meant that she worked eight hours for the day. She stated
that she had been exempted from the time-in-and-out requirement by a DPH Official, and that a copy of the
memorandum would be provided to us later; however, no copy has been provided to date.

We also noted that not all employees were required to time-out during lunch break. During our inspection,
the Accountant Il from Accounting Cashiers (Employee No. 40155) was out of the office. We were informed
that she was out to pick up her child from school. This has been a practice which was verbally authorized by
her Supervisor in lieu of lunch break. We noted, however, that there was no documentation on the number
of hours she was out of the office doing personal business. During our inspection, although she was out, her
time card did not show any time-out. On the other days during the pay period covered by the inspection, the
time card also did not show any time-out on occasions when she left the office during working hours. According
to the Supervisor, she did not require employees to time-out-and-in during lunch break. Thus, although the
time card showed that there were days when the employee stayed at the office one to two hours beyond the normal
working hours, there was still no assurance that she had completed eight hours of work because the number
of hours when she was out during working hours for personal purposes was not documented. There was no
sign-in-and-out sheet maintained, either.

In the Admitting Cashiers Section, we noted that employees were also not required to time-out during lunch
break. In the case of the Manager (Employee No. 77101), she stated that this occurred because she did not go
out for lunch. She stated that there were instances where either she or her assistant (Employee No. 70595) went
to the bank after lunch to change fund denomination. The practice was that the person left the office at 11:30
a.m. to take lunch and then proceeded directly to the bank. The practice, however, could encourage employees
toabuse government time by taking more than one hour lunch break since it may not be detected. For example,
during the first week of February, an OPA staff member saw the Manager’s assistant driving a white Mazda
van in Dandan (the assistant’s residence lies in this area) at around 1:30 p.m.. It is possible that she took more
than one hour lunch break which was not detected because she was not required to be back at the office by 12:30
p.m.
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Manually Filled Out the Time card Instead of Using the Time Clock (B.3)

CHC employeeswere required to punch the time clock to record their time and attendance. Our review of time
cards showed, however, thata Manager from the Admitting Cashiers Section (Employee No. 77101) had manually
timed-in-and-out in several instances. According to the Manager, this occurred because in those instances, she
forgot to time-in and instead went directly to the cashiers. We also noted that the manual entries were not
immediately initialed by another Supervisor or Manager. During our inspection, the time card showed that the
manual entries for days prior to inspection were still without initials. Thus, although the manual entries had
beeninitialed prior to submission to the timekeeper, there was no assurance that the times indicated were correct
because the certification of the accuracy of time had not been immediately performed.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Of the five sections inspected, only one (Public Health) maintained a Sign-in-and-out sheet. According to the
CHC Timekeeper, there was no requirement established by CHC to maintain a Sign-in-and-out sheet to monitor
the whereabouts of employees who leave the office during working hours. Subsequent to our inspection, the
Business Office established a sign-in- and-out sheet. However, this does not provide details such as location
of the employee, telephone contact no. and purpose for going out.

Recommendations

We recommend that the Secretary of Public Health (56) stop allowing employees to work at home and manually
write “8" hours in each day; (57) require all employees to time-out during lunch break; (58) stop allowing
employees to manually time-in-and-out exceptin appropriate cases (such as when the time clock is not operable),
which should be justified and approved by the division manager; (59) establish procedures for monitoring time
of employees who for valid reasons go directly to other offices before reporting to the main office; and (60)
establish a sign-in-and-out sheet which should include the date, name of employee, time of leaving the office,
time returned, location, contact tel. no. and purpose. Employees should be required by a memorandum to
personally log entries in the sign-in-and- out sheet when leaving the office during office hours.

DPH Response
No response was received from the DPH Secretary.
OPA Comments

We consider Recommendations 56 to 60 open. The additional information needed to close the recommendations
is presented in APPENDIX C.
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19. DEPARTMENT OF PUBLIC WORKS (DPW) - Administrative, Operations and
Maintenance, and Technical Services - 11/1/95 Inspection

Ourauditshowed that the time charges of the four employees in the time cards did not tie in with the information
inthe STS. One employee who was on eight hours LWOP and two employees who took eight hours and one
hour of annual leave, respectively, on November 1, 1995 were improperly charged with regular hours. Also
the annual leave charged to one employee in the STS was understated by one hour.

Employees on Leave Without Pay (LWOP) and Annual Leave Improperly Charged with Regular
Hours (A.1.3)

One employee who was on leave during our inspection, and who did not have any earned leave hours because
he was newly hired, should have been charged 8 hours LWOP but instead was given eight regular hours in the
STS. Also, two employees (Employee Nos. 71698 and 60576) applied for eight hours and one hour of annual
leave on November 1, 1995, respectively, but were improperly charged with regular hours. Another employee
(No. 77907) had a total annual leave of 13 hours during that pay period but was charged only 12 hours in the
STS.

Inaninterview, the timekeeper admitted committing errors in posting the correct leave charges of the employees
and promised to correct the errors in the following pay period.

Recommendation

We recommend that the DPW Secretary (61) adjust the leave charges of the four employees.
DPW Response

No response was received from the DPW Secretary.

OPA Comments

We consider Recommendation 61 open. The additional information needed to close the recommendation is
presented in APPENDIX C.
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20. DPW - Office of the Secretary, Administrative Services Division, Technical Services
Division, etc. - 7/5/96 Inspection

Our audit showed that (1) one DPW employee who was AWOL on July 5, 1996 was improperly charged with
annual leave; (2) one employee who took annual leave on July 5, 1996 was paid regular hours instead of being
charged annual leave; (3) one employee who took early time-off on July 5, 1996 was paid regular hours for the
hours not worked; (4) from May 13 to July 5, 1996, an employee under the Administrative Division habitually
camein late ranging from one to three hoursaday, was charged annual or sick leave, but was not given appropriate
disciplinary action; (5) nine DPW employees were not timing-in and timing-out, eight of whom were DPW
officialswho were exempted by the DPW Secretary; (6) several employees had manually filled out their time-in-
and-out without an immediate supervisor’s initials; (7) DPW did not document the destination and purpose
of employees who left the office during working hours; (8) DPW did not document employees calling the office
to take leave during the day; and (9) in-house comptime balances were not updated.

AWOL Employee Improperly Charged with Annual Leave (A.1.3)

One employee assigned under the Roads and Facilities Division was charged eight hours AWOL during the
inspection but was charged eight hours annual leave in the STS. In an interview, the timekeeper admitted
committing errors in posting the correct leave charges of the employee and promised to correct the errors in
the following pay period. On July 25, 1996, the timekeeper provided OPA a document charging the employee
eight hours AWOL to correct the eight hours annual leave charged to the employee.

Employee on Annual Leave Improperly Charged with Regular Hours (A.1.3)

One employee assigned under the Operations and Maintenance Division applied for eight hours annual leave
onJuly5,1996 butwas given eightregular hoursonthe STS. Thisoccurred because the timekeeper erroneously
posted the employee’s leave to another employee. The timekeeper promised to correct the error in the following
pay period. On August 16, 1996, the timekeeper provided OPA a document adjusting the posting errors.

No Leave Charged for Employee’s Early Time-Off (A.1.4)

One employee assigned under the Operations and Maintenance Division was not in the office during the
inspection. His immediate supervisor explained that he allowed the employee to go home to take medication
at around 9:00 a.m. and to return after lunch break (12:30 p.m.). In addition, the supervisor stated that the
employee would be charged regular hours for more than two hours of absence from work.

In a follow-up interview, the supervisor admitted that this was being done almost everyday. We were not able
to determine the total number of unworked hours because DPW employees were not timing-in-and-out when
they left the office during the day. Our review of the STS showed that the employee was indeed granted eight
regular hoursonJuly 5, 1996. On September 16, 1996, the timekeeper sent OPA a copy of adocument charging
the employee two hours annual leave for the hours he was absent on July 5, 1996. Also, the timekeeper stated
that she had advised the supervisor to require all employees under his supervision to apply for appropriate leave
for their absences from work.

June 1998 ! Audit of CNMI Government Employees’ Time and Attendance 63



OPA I Appendix

Appendix B
Page 35 of 65

DETAILS OF FINDINGS NOTED IN THE
OFFICES, DEPARTMENTS, AND AGENCIES INSPECTED

Employees’ Frequent Tardiness (A.1.4)

Our review of the time and attendance records showed that an employee of the Administrative Services Division
came in after 7:30 for seven out of ten days of the pay period ending July 6, 1996. For the hours tardy, the
employee applied for annual leave or sick leave. To determine if she was habitually tardy, we reviewed the
employee’s time and attendance records for the three preceding pay periods (beginning on May 13, 1996). We
found that she also came in after 7:30 almost every day, accumulating about 9 hours of annual or sick leave in
one pay period.

The timekeeper mentioned that in most cases, the employee did not call the office to report that she would be
comingin late. The employee, upon arrival at the office, would apply for annual or sick leave by using astandard
leave form. According to the employee’s supervisor, he approved the requested leave because he was told that
the employee called the office to report the leave. The messages, however, were relayed to him either verbally
or written on a piece of paper and discarded later.

We did not find any record showing that the employee was given warnings or reprimands for her frequent
tardiness. According to the supervisor, no adverse action was accorded to the employee because he was notaware
of the appropriate adverse action. Therefore, the OPA staff member furnished him a copy of the May 30, 1995
memorandum of the Director of Personnel regarding adverse action.

No Record of Employees’ Daily Time-In-and-Out (B.2)

During our inspection, we noted eight DPW officials and one employee who were not timing-in-and-out. The
timekeeper said that the eight employees were exempted from punching the time clock based on the verbal
instructions of the Secretary of DPW. He did not prepare a time card for one employee who was just hired on
May 20, 1996 because there was no instruction that the employee be required to time-in-and-out. Accordingly,
from May 20 to July 23, 1996, the employee was compensated without any time card. The timekeeper stated,
however, that she had seen the employee report for work every day from the time he started working. The regular
hours of the nine employees were computed by deducting the employee’s leave from 80 hours. After OPA staff
member discussed the findings with the DPW timekeeper on July 24, 1996, the timekeeper prepared atime card
for the employee. The eight DPW officials, however, were still exempted from timing-in-and-out.

Manually Filled Out the Time Card Instead of Using the Time Clock (B.3)

Our review of the time cards of DPW employees showed that several employees had manually filled out their
time-in-and-out in the time cards. The manual entries in the time cards were filled out by the timekeeper;
however, the employees’ supervisors were not required to initial any of them. According to the timekeeper, she
filled out the time-in-and-out of the employees after verifying the situation with the particular employees. The
timekeeper cited various reasons for manual time-in-and-out.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

DPW did not require employees who left the office during working hours to log in the sign-in-and-out sheets.
During our inspection, 30 employees were not in the office and the timekeeper told us that they were out on
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official business. However, there was no record of the employees’ destination and purpose. Two departments
kept a check-out list form but the employees did not consistently fill in the form when they left the office.

According to the timekeeper, employees were assigned to different locations, but she could not provide us the
specific destination of the employees. Accordingly, we had to ask each Division Director for the destination of
employees who were out of the office during our inspection. To verify the information given by the Directors,
four OPA staff members visited the employees at their field assignments.

Calls of Employees Reporting Leave not Documented (B.5.b)

Accordingto the timekeeper, it was DPW’s policy to require employees taking annual leave to submit leave forms
in advance. In emergency cases, however, employees who needed to take unscheduled leave would just call the
office to report the leave. The timekeeper said that no one maintained official records of the calls. The message
was simply written on a notepad and later discarded, or was verbally relayed to the Director or the timekeeper.

During our inspection on July 5, 1996, we noted that 27 employees were charged as AWOL because the
timekeeper was not aware of the status of these employees (whether they had called the office to take leave or
were AWOL). The timekeeper said that these employees did not call her or submit their approved leave forms.
Our follow-up inspection and review of the STS showed that only 11 of the 27 employees were actually charged
as AWOL. According to the timekeeper, the other 16 employees were charged leave with pay because they claimed
to have called their designated offices on July 5, 1996 and submitted their approved leave forms on the following
working day. The timekeeper stated, however, that these offices did not inform her that the employees had called,
and that the telephone calls were not documented.

Subsequent to our inspection, the DPW timekeeper established a logbook for documenting calls of employees
reporting leave or being late for the day. However, this logbook contained only those telephone calls received
by the Administrative Services Division (ASD), whereas other employees called their respective Divisions. There
was no policy that required all DPW employees to call the ASD when reporting leave for the day or that all
messages be relayed to the ASD.

Comptime Records not Updated (B.5.c)

Three employees assigned under Building Safety Code, Operations and Maintenance, and Technical Services
Division, respectively, used in-house comptime (monitored within the department) to offset their eight hours
leave on July 5, 1996. Upon review of the comptime records, we noted that the balances were not updated. For
instance, one employee’scomptime balance was as of February 17, 1996 and had a negative one (-1) hour balance.
Thetimekeeper explained that the employee earned 20 hours comptime in June 1996 but these had not yet been
posted in the comptime record. Also, another employee’s comptime was last updated on October 27, 1995 and
had a zero (0) balance, but a note was attached stating that he had earned 134 hours of comptime. In addition,
the other employee’s comptime record was last updated on April 27, 1996 and showed an available balance of
96 hours. His comptime balance has already been fully applied but this was not reflected in the records.
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The timekeeper explained that the comptime balances had not been updated because she was busy with her other
responsibilities. Accordingly, she delegated the responsibility of updating the in-house comptime records to
another employee, who was off-island and therefore unable to update the comptime records.

Recommendations

We recommend that the DPW Secretary (62) instruct the DPW timekeeper to ensure that the time charges of
DPW employees are correctly summarized in the STS. Likewise, all supervisors should be instructed to ensure
that employees who are absent from work are properly charged appropriate leave for the hours not worked.
Supervisors should stop the practice of granting regular hours for the time not worked by employees. Appropriate
disciplinary action should be initiated for supervisors who continue to grant regular hours for employees’ absences;
(63) require that in-house comptime records be regularly updated; (64) apply appropriate adverse action to the
employee for her habitual tardiness. The DPW Secretary should require that employees be charged as AWOL
when the employee fails to call the office before a designated time, perhaps 8:00 a.m., to obtain prior approval
exceptin bonafide emergencies; (65) require allemployees to punch atime clock or maintain adocumentwhich
can monitor daily time and attendance; (66) stop allowing employees to manually time-in-and-out except in
appropriate cases (such as when the time clock is not operable), which should be justified and approved by the
division manager; (67) establish procedures for documenting the calls of employees reporting leave; and (68)
establish procedures for monitoring time of employees who for valid reasons go directly to other offices before
reporting to the main office.

DPW Response
No response was received from the DPW Secretary.
OPA Comments

We consider Recommendations 62 to 68 open. The additional information needed to close the recommendations
is presented in APPENDIX C.
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21. NORTHERN ISLANDS MAYOR’S OFFICE (NIMO) - 11/1/95 Inspection

Our audit showed that (1) two employees who were absent the entire day to prepare for All Saints Day were
charged four hoursannual leave in the morning and four hours sick leave in the afternoon. The two employees
were allowed to charge sick leave because both of them had only four hours of annual leave remaining; and (2)
the Office of the Mayor did not document the whereabouts of employees who left the office during working
hours.

Employees on Annual Leave Improperly Charged with Sick Leave (A.1.3)

Two employees were absent the entire day on November 1, 1995, and were charged four hours annual leave
in the morning and four hours sick leave in the afternoon. The remarks in the Application for Leave stated "All
Saints Day (Prep.)". The leave application was approved by the Mayor.

The NIMO timekeeper told us that the two employees were allowed to charge four hours sick leave because
both of them had only 4 hours of annual leave remaining, which was verified to be true. She said that it had
been the practice of the office to allow employees to charge sick leave in case the employees had no more available
annual leave. According to her, LWOP was charged only in case an employee had ho more available annual and
sick leave. She said that this position was based on inquiry to the Office of the Personnel Management (OPM),
but she could not remember the OPM personnel who allowed this practice.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

NIMO was closed when we visited it on November 1, 1995 at around 4:00 p.m. Our subsequent review of the
time record and STS showed, however, that only ten employees took leave that day. The remaining two
employees, although not in the office when we visited, charged eight regular work hours.

The timekeeper told us that the two employees in question worked the whole day on November 1, 1995. They
were not at the office when we visited because they were out on official business. This could not be verified,
however, because NIMO did not document the whereabouts of employees who left the office during working
hours. Thisoccurred because the Office of the Mayor did not establish adequate procedures to monitor employees
who are out on official or personal business (such as use of sign-in-and-out sheets).

Recommendations

We recommend that the Mayor (69) take steps to reverse sick leave granted to the two employees, stop the practice
of granting sick leave hours in lieu of charging LWOP, and reconvert all sick leave to annual leave and LWOP
from the time this practice began; and (70) establish a sign-in-and-out sheet which should include the date,
name of employee, time of leaving the office, time returned, location, contact tel. no. and purpose. Employees
should be required by a memorandum to personally log entries in the sign-in-and-out sheet when leaving the
office during office hours.
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NIMO Response

The Mayor disagreed with Recommendation 69 because he disputed the finding that there was improper use
of sick leave. The Mayor stated that he approved four hours annual leave and four hours sick leave for the two
employees because the employees informed him that they were sick during the afternoon of November 1, 1995.
The error was that the information was not relayed to the timekeeper. He also stated that upon complete review
of NIMO’s time and attendance records for 1994, 1995, and up to the most recent pay period in 1996, no case
was noted where the sick leave was converted to annual leave. Further, it had never been a policy of NIMO
to grant sick leave for employees who are not sick.

For Recommendation 70, he stated that NIMO is currently reviewing the feasibility of using the recommended
format for monitoring staff members’ activities and whereabouts for the hourly employees. He stated that for
professional employees, strict adherence to accountability on an hour-to-hour basis is not recommended as
professional employees are expected to work in excess of eight hours per day and often are required to work
on weekends and evenings without additional compensation.

OPA Comments
We consider Recommendation 69 closed and Recommendation 70 open because of the following.

Recommendation 69 - During our review, we verified the statement of the timekeeper by examining timekeeping
records, and noted that the timekeeper’s statement was true. The two employees had only 4 hours of annual
leave remaining. OPA accepts, however, the explanation made by the Mayor in the response because there was
no evidence to disprove his statement. Recommendation 69 is accordingly closed.

Recommendation 70 - The Mayor did not provide OPA documentation that the recommendation was adopted.
We disagreed with the Mayor’s response that professional employees need not be accounted on an hour-to-hour
basis because although professional employees are expected to work in excess of eight hours per day, there is
still no assurance that they actually worked a full eight hours unless there isawritten record which would evidence
the number of hours they actually worked. Written records, such as daily time-in-and-out, and sign-in-and-out
sheets, help to effectively and efficiently account for an individual’s time. Salaries of government employees
constitute government funds and thus should be safeguarded from waste and abuse.

The additional information needed to close the recommendations is presented in APPENDIX C.
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22. ROTA MAYOR’S OFFICE - 10/2/95 Inspection

Our audit showed that (1) 16 of the 33 employees based at the RMO had not timed-in on the Daily Time and
Attendance sheet, two of whom had been exempted from timing-in-and-out; (2) the time and attendance of
40 of its 73 Full Time Employee positions who were assigned to other government agencies were not checked
by RMO; and (3) 23 employees were out of the office during our inspection with no log sheet or other written
record showing their whereabouts or their purpose in leaving the office during regular working hours.

No Record of Employees’ Daily Time-In-and-Out (B.2)

Inspection of the Daily Time and Attendance Sheet (DTA sheet- equivalent to time cards) showed that 16 of
the 33 employees based at the RMO had not timed-in, two of whom had been exempted from timing-in-and-out.
These were the legal counsel and the Mayor’s advisor. According to the Chief Administrative Officer, thisoccurred
because the two employees were called only whenever the Mayor required their services. Our verification of
time charges in the STS, however, showed that the two employees were paid for 80 regular hours work like
other employees. Therefore, they should also be required to time-inand time-out during regular working hours
like all other employees who are required to work 80 hours.

Employees Assigned to Other Government Agencies (B.2)

Our inspection on October 2, 1995 at the Rota Mayor’s Office disclosed that 40 of its 73 Full Time Employees
(FTE) were assigned to other government agencies. The timekeeper also said that these employees were not
required to time-in-and-out at the Rota Mayor’s Office although their time charges were being reported and
paid by the Mayor’s Office.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Duringthe inspection, 23 employees were out of the office, 22 of whom the timekeeper said were out participating
in an islandwide beautification and sanitation project of the Rota Municipality, and one of whom was out to
pick-up a pouch at the post office. There was no document to show that the employees actually reported for
work and were only out of the office on official business. The timekeeper said it was only through verbal
instruction or permission from the Chief Administrative Officer thatan employee was allowed to leave the office.
Thirteen of the employees who were out had not timed-in.

Our inspection also showed that the DTA sheet did not include atime-in-and-out columns. Only the signatures
of the employees appeared in the AM and PM columns to indicate that they reported for work. The actual times
of arrival at and departure from the office were not indicated. The timekeeper explained that this has been the
ongoing practice.

By letter to the Office of the Public Auditor dated November 11, 1995, the Chief Administrative Officer stated
that he had implemented a policy, through amemorandum to all Rota Mayor’s Office employees dated October
6, 1995, of stricter recording of daily time and attendance of employees. In addition, the Rota Mayor’s Office
had started to use a destination log sheet to indicate the whereabouts of the employees when they left their
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respective duty stations. The daily time and attendance sheet was revised to include columns for date, time-in,
time-out, location, and purpose of employees leaving the office.

Recommendations

We recommend that the Chief Administrative Officer (71) issue amemorandum to the two employees requiring
them to time-in-and-out on the DTA sheet; (72) evaluate the work and professional status of the legal counsel
and the advisor under the Mayor’s Office to determine whether they should be considered regular employees
or contractors for professional services. Compel the two to comply with personnel regulations if they are to
be in employment status; otherwise, amend the employment contracts to professional service contracts if they
are to be considered as providers of professional service; and (73) discuss with the heads of other agencies the
possibility of permanent transfer for 40 temporarily assigned employees, while reviewing the Mayor's Office
staffing requirements and requesting only the number of FTEs actually needed by the office.

RMO Response

No response was received from the Chief Administrative Officer. The new Mayor of Rota responded to the
draft audit report and concurred with the recommendations. He stated that problems noted in the previous
Mayor’s Office with regards to time and attendance will not be repeated under his administration.

OPA Comments

We consider Recommendation 72 closed. Recommendation 71 is considered resolved while Recommendation
73 is considered open because of the following:

Recommendation 71 - OPA was not provided documents (e.g., copy of written instruction issued to employees)
to evidence enforcement of the recommendation.

Recommendation 73 - The response did not provide a time frame for action.

The additional information needed to close the recommendations is presented in APPENDIX C.
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23. ROTA MUNICIPAL COUNCIL (RMC) - 10/2/95 Inspection

Ourauditshowed that (1) three employees whom we noted absent without prior notice or approval on October
2, 1995 were not charged as AWOL; (2) the time and attendance of 7 of its 21 employees who were assigned
to other government agencies were not checked by RMC; (3) RMC did not require employees to record their
actual time-in-and-out on the daily time and attendance sheet; (4) RMC did not maintain alog sheet foremployees
leaving the office on official business; and (5) RMC did not record telephone calls from employees taking leave.

AWOL Employees Improperly Charged with Annual or Sick Leave, or Regular Hours (A.1.3)

Our audit showed that three employees, who were absent without prior notice or approval on October 2, 1995
were not charged as AWOL. Based on our discussion with the Chief of Staff, the three employees did not report
for work or inform the office that they would be taking leave. However, our verification of the time charges
reported in the STS for the pay period covering our inspection, showed that the employees were charged with
regular hours or annual/sick leave, instead of AWOL.

Employees Assigned to Other Government Agencies (B.2)

Our inspection on October 2, 1995 at the Rota Municipal Council disclosed that 7 of its 21 employees were
assigned to other government agencies - 2 at the Department of Lands and Natural Resources, 2 at the Rota
Head start Program, 1 at the Women'’s Affairs Office, 1 at the Rota Elementary School, and 1 at the Rota High
School. These employees were not required to time-in-and-out at the Council’s Office.

Did not Indicate Actual Time-In-and-Out in the Time Cards (B.4)

Our inspection also showed that the actual time-in-and-out of the employees was not indicated on the daily
time and attendance sheet. The time and attendance sheet showed that seven employees had a uniform time-in
of 7:30 AM. At the time of our inspection at 2:15 PM, six of the seven employees were already timed-out at 4:30
PM. According to the Chief of Staff, this had been the practice of the employees before he assumed the position.
Inaddition, he said that he randomly checked (through the radio) the locations of the employees who were timed-
in and subsequently timed-out during office hours to verify that they were doing official business. However,
we believe that radio checks cannot be a reliable procedure to verify whether an employee is at his/her respective
duty station and is actually doing official business because the only thing that a radio check indicates that an
employee has the radio with him/her but could still be somewhere away from the job or assignment.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

At the time of our inspection at 2:15 PM, we noted that there was no documentation for the three employees
on late lunch and the locations of the other six employees. Except for one employee, there was no notation or
remarks on the daily time and attendance sheet that these employees were on late lunch or were out on official
business. Ataround 2:35PM, the Chief of Staff and the other two employees arrived at the office. We then verified
from him whether he had been informed by the sixemployees that they were going to leave the office on official
business. According to the Chief of Staff, his permission had been first sought by the employees before leaving
the office.
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Calls of Employees Reporting Leave not Documented (B.5.b)

In addition, our inspection showed that employees who took leave for the day were not documented. Based
on the daily time and attendance sheet, three employees did not report for work on October 2, 1995. At the time
of our inspection, it was not known whether these employees took annual or sick leave as the office received
no calls from them. As stated in his memorandum, the Chief of Staff said that staff members who had not timed-in
for the day would be charged as LWOP or AWOL, unless the employee could present reasonable cause for him
to be granted sick leave or annual leave. The Chief of Staff also said that he had previously instructed the
employees to call and inform the office whenever they are taking leave. He added, however, that they had no
procedures for documenting calls of employees taking leave.

Recommendations

We recommend that the Chief of Staff (74) take appropriate disciplinary actions against the three employees
who were AWOL,; (75) adjust the leave charges of the three employees by charging each of them as AWOL and
crediting each of them regular hours or annual/sick leave; (76)issue a memorandum requiring all employees
to personally record their actual time-in-and-out in the daily time and attendance sheet; (77) establish procedures
for documenting the calls of employees reporting leave; (78) instruct employees who leave the office during
working hours to personally log their destination (including purpose, time of leaving, and time returned) in
asign-in-and-out sheet; and (79) discuss with the heads of other agencies the possibility of permanent transfer
for 7 temporarily assigned employees, review its staffing requirements, and request only the number of FTEs
actually needed by the office.

RMC Response

The Chief of Staff stated that the results of the audit were correct, and that the findings noted were inherent
and did not develop during his tenure as the chief. He stated that he had imposed strict administrative policies
against abusing government hours and on several occasions charged AWOL to those employees who did not
reporttowork. He said, however, that unfortunately he lacked the time to completely rectify the problems because
he resigned effective November 11, 1995. He stated that he had spoken with the incoming Chief of Staff and
discussed several recommendations, including OPA recommendations.

OPA Comments
We consider Recommendations 74 to 79 open. The response did not specifically address each of the

recommendations. The additional information needed to close the recommendationsis presented in APPENDIX
C.
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24.  SAIPAN MUNICIPAL COUNCIL (SMC) - 12/29/95 Inspection

Our audit showed that (1) the SMC'’s timekeeper came in late on all the days during the pay period, did not
make up for her late hours, and was granted a full eight hours of work in the STS; (2) sick leave charged to one
employee during the pay period was short by 24 hours (improperly charged to regular hours); and (3) during
the inspection, no time and attendance data had been recorded on the time cards although the inspection date
was already the fourth day of the pay period.

Timekeeper’s Tardiness Improperly Charged to Regular Hours (A.1.2)

Our review of the timekeeper’s time card (Employee No. 84178) for the pay period ending January 6, 1996 showed
that on all the work days, she timed-in at 8:00 a.m., took one hour lunch, and timed-out at 4:30 p.m (there was
one instance where she timed-out at 4:45 p.m.). Although she did not work for eight hours a day, and has
accumulated for hours of unreported leave during the pay period, she reported eight hours of work daily in the
STS. Inour discussion with the timekeeper, she acknowledged that she came to work late. She stated, however,
that she worked after office hours to make up for the unworked hours. She could not provide documents,
however, to evidence that she worked after office hours (e.g., written authorization and time records).

Employee on Sick Leave Improperly Charged with Regular Hours (A.1.3)

During our inspection, one employee (Employee No. 49169) was on sick leave. Our subsequent review of his
time card showed that he took 40 hours of sick leave during the pay period. The STS showed, however, that
he was charged for only 16 hours of sick leave and the difference of 24 hours was charged to regular hours. In
our discussion with the timekeeper, she acknowledged the error and stated that correction in the STS will be
made.

No Record of Employees’ Daily Time-In-and-Out (B.1)

Employees were required to manually record their daily time and attendance on time cards provided by the
timekeeper. During our inspection on December 29, 1995, however, all the time cards we examined were blank,
i.e., without time and attendance data recorded on the time cards. The inspection date was already the fourth
day of the pay period. According to the timekeeper, this occurred because the time cards were not available at
the start of the pay period. She stated that she ran out of blank time cards and she made copies on that day. SMC
did not have a photocopying machine.

Recommendations
We recommend that the SMC Executive Director (80) take appropriate disciplinary action against the timekeeper;
(81) discontinue the practice of not charging the appropriate type of leave for any time-off that reduces a work

day to less than eight hours; (82) adjust the leave charges of the two employees in question; and (83) require
the timekeeper to ensure that time cards are available at the start of each pay period.

June 1998 ! Audit of CNMI Government Employees’ Time and Attendance 73



OPA I Appendix

Appendix B
Page 45 of 65

DETAILS OF FINDINGS NOTED IN THE
OFFICES, DEPARTMENTS, AND AGENCIES INSPECTED

SMC Response
No response was received from the SMC Executive Director.
OPA Comments

We consider Recommendations 80 to 83 open. The additional information needed to close the recommendations
is presented in APPENDIX C.
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25. SMO - Main Office and Mechanic Shop - 12/29/95 Inspection

We noted that during the pay period ending January 6, 1996, (1) one employee whose time card showed no time-
in-and-out on three days was given regular hours in the STS; (2) the sick leave charged to one employee was
shortby 12 hours (improperly charged to regular hours); (3) the four hoursannual leave taken by the employee
wasimproperly charged tosick leave; and (4) at least 20 employees accumulated tardiness from one to four hours
in a pay period but were not charged appropriate leave.

AWOL Employees Improperly Charged with Regular Hours (A.1.3)

During the pay period ending January 6, 1996, our subsequent review of time cards showed that Employee No.
8856 showed no time-in-and-out on three days. The STS showed, however, that she did not take leave during
the pay period.

Employee on Sick Leave Improperly Charged with Regular Hours (A.1.3)

During our inspection on December 29, 1995, one employee (Employee No. 70319) was on sick leave. Our
subsequent review of his time card showed that he took 24 hours of sick leave during the pay period. The STS
showed, however, that he took only 12 hours of sick leave. The employee’s time charges were short by 12 hours.
In the following pay period, the difference of 12 hours was charged to regular hours.

Employee on Annual Leave Improperly Charged with Sick Leave (A.1.3)

The time card of one employee (Employee No. 74708) during the pay period ending January 6, 1996 showed
that he took four hoursannual leave. The STS showed, however, that the four hoursannual leave was improperly
charged to sick leave.

No Leave Charged for Employees’ Accumulated Tardiness (A.1.4)

Our subsequent review of the employees’ time cards for the pay period ending January 6, 1996 showed that
at least 20 employees accumulated tardiness from one to four hours in a pay period but were not charged
appropriate leave. These were employees who timed-in after 8:00 a.m. but still timed-out at 4:30 p.m. During
our inspection (12/29/95), 16 employees came in late.

Recommendations

We recommend that the Mayor of Saipan (84) require the Administrative Officer or designee to exercise due
care in the review of STS; (85) discontinue the practice of not charging the appropriate type of leave for any
time-off that reduces awork day to less than eight hours; and (86) adjust the leave charges of the three employees.

SMO Response

The new Mayor of Saipan responded to the draft audit report and concurred with the recommendations. He
stated that since he took office, the Mayor’s Office had implemented steps necessary to monitor employees’
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time and attendance more closely. SMO is charging employee leave for tardiness if the employee does not work
40 hours per week and making sure that all employees’ leave are properly charged. With regards to adjusting
the leave charges of the three employees in question, only Employee no. 74708 remains working at SMO, and
therefore only that employee’s time charges would be adjusted.

OPA Comments

We consider Recommendation 85 closed. Recommendations 84 and 86 are considered open because of the
following:

Recommendation 84 - The response did not address the recommendation.
Recommendation 86 - The response did not provide a time frame for action.

The additional information needed to close the recommendations is presented in APPENDIX C.
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26. SAIPAN MAYOR'’S OFFICE (SMO) - Mechanic Shop - June 25 and 26, 1997
Inspection

Our audit showed that one employee did not report for work on June 25 and 26, 1997 but his time card showed
that he worked a full eight hours on those days and was given eight regular hours on the STS.

AWOL Employees Improperly Charged with Regular Hours (A.1.1)

One mechanic (Employee No. 57342) from the SMO Mechanic Shop was noted to be absent on June 25 and
26, 1997. On those dates, the mechanic was seen repairing a dump truck for a private company. When the
company owner was asked what the mechanic was doing, his reply was that the mechanic was working for them
part-time. On June 25, 1997, the SMO supervisor was asked the whereabouts of the mechanic. He said that
the mechanic was on sick leave.

Our subsequent review of time cards showed that the mechanic had time-in-and-out and worked a full eight
hours onthose days, and therefore the STS did not reflect any leave charges. Inan interview, the mechanic stated
that on the night prior to June 25, 1997, while standing around drinking, he told the timekeeper that he would
be sick the following day. He stated that the next day (6/25/97), he went to the private company and stayed there
from 11:00 a.m. to 9:00 p.m. On the following day (6/26/97), without informing the Mayor’s Office that he
would be absent, he again went to the private company at 9:30 a.m. and supervised some men changing the oil
in one of the dump trucks. He stayed there up to 7:30 p.m. In a separate interview, the timekeeper stated that
he did not recall the mechanic reporting in sick to him and instead referred us to the mechanic’s supervisor.
In a separate interview, the mechanic’s supervisor stated that on June 27, 1997, the mechanic told him that he
(mechanic) had been sick on June 25 and 26, 1997. The supervisor stated that he did not know how and why
the mechanic’s time card was filled in to show that the mechanic worked on those days. A typewritten report
submitted by the supervisor stated that on June 25, 1997, the mechanic called in sick to work and that the
supervisor met the mechanic at the private company to pick up some tools. OPA found the report to be
inconsistent with the verbal statements of the supervisor and the mechanic.

Recommendation

We recommend that the Mayor of Saipan (87) investigate the person responsible for filling out the mechanic’s
time card and impose appropriate disciplinary action. Any action taken in this regard should be written and
documented.

SMO Response

The new Mayor of Saipan responded to the draft audit report and stated that the person responsible is no longer
working at SMO.

OPA Comments

We consider Recommendation 87 open. Although the person responsible is no longer working at SMO, the
Mayor of Saipan should appropriately document the violation committed in the employee’s personnel file
maintained at the Office of Personnel Management for record purposes. In order to consider the recommendation
closed, OPA should be provided a copy of such document. The additional information needed to close the
recommendation is presented in APPENDIX C.
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27. TINIAN MAYOR’S OFFICE (TMO) - 10/2/95 Inspection

Our audit showed that (1) four employees who were AWOL on October 2, 1995 were paid regular hours as
shown in the STS; (2) the time and attendance of 51 of its 95 FTEs who were assigned to other government
agencies were not checked by TMO; and (3) 16 employees were reportedly out in the field for the day with no
documentation to show where they went, their purpose in leaving the office, and the time they left the office.

Employees who were AWOL Improperly Charged with Regular Hours (A.1.3)

Our inspection of the time and attendance of the employees at the Park Rangers’ Office on October 2, 1995
showed that four employees were AWOL. The timekeeper for the Park Rangers Office informed us that the
four employees did not report for work or inform the office of their absence on October 2, 1995. One of these
employees, according to the timekeeper, was off-island but did not submit a leave form for his absence. Our
subsequent examination of the STS for the pay period ending October 14, 1995 showed that the four employees
were all paid regular hours and no hours were charged as AWOL.

Employees Assigned to Other Government Agencies (B.2)

Our inspection on October 2, 1995 at TMO disclosed that 51 of its 95 FTEs were assigned to other government
agencies. Most of the 51 employees were assigned to the Community and Cultural Affairs Office, Office of
Senator King, Park Rangers’ Office, Immigration, and Farmers’ Market. These employees were not required
totime-in-and-out at the Mayor's office; however, they kept daily time and attendance records (normally atime
clock card) at the agency where they were assigned. The time charges of these employees were being reported
to and paid by the Mayor's office.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Our inspection on October 2, 1995 showed that at least 16 employees had timed-in but were not present in
the office. We were told that these employees were out of the office doing jobs such as lawn mowing, cleaning,
inspecting, and operating heavy equipment. However, there was no documentation of the employees’ destination
and the purpose of the job. No log-out sheet was filled out when employees left the office during work hours.
Without a log-out sheet, employees leaving the office cannot be monitored by TMO. There was no record to
determine whether time spent out of the office was for official business.

Recommendations

We recommend that the Mayor of Tinian and Aguiguan (88) take appropriate disciplinary actions against the
four employees who were AWOL,; (89) adjust the leave charges of these four employees by charging each of
them as AWOL and crediting each of them regular hours; (90) instruct employees who leave the office during
working hours to personally log their destination (including purpose, time of leaving, and time returned) in
asign-in-and-out sheet; and (91) discuss with the heads of other agencies the possibility of permanent transfer
for 51 temporarily assigned employees, review the Tinian Mayor's Office staffing requirements, and request
only the number of FTEs actually needed by its office.
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TMO Response

The former Mayor of Tinian concurred with the recommendations. He explained that the Park Ranger
Timekeeper correctly entered the AWOL status for the four employees on October 2, 1995, but in preparing
the summary to be sentto the TMO, he erroneously charged the four employees with regular hours. He provided
OPA copies of amemorandum requiring (1) the Park Ranger Timekeeper, within 30 days, to recoup from the
employees the illegal payment; otherwise, he would be responsible for reimbursing the government; (2) the
timekeepers to send to TMO a certified copy of the time sheets of each TMO employee assigned to their
departments; and (3) all employees to log-in-and-out when leaving the office. Further, he stated that some of
the employees had been assigned to assist the other departments and agencies on Tinian primarily to help those
departmentsand agencies after the issuance of the Governor’s directive #161 which imposed austerity measures
in April 1995. All FTEs assigned to TMO were needed to ensure the delivery of public services to the people
of Tinian in a timely manner. TMO needed more FTEs in order to effectively and efficiently provide services
to the people of Tinian.

Subsequently, the new Mayor of Tinian responded to the draft audit report and concurred with the
recommendations. He stated that from the first day of the new administration, he had implemented astrict policy
of “nowork . .. nopay”. He had implemented this policy through the strong administrative actions of his Chief
Executive Officer and Administrative Division Chief. With regards to the four employees who were AWOL
but given regular hours, he stated that he would instruct the Administration Division Chief to investigate the
incidentand if itwere found that a violation actually occurred, he would take immediate disciplinary action against
the timekeeper, adjust the employees’ annual leave, and thoroughly analyze the current system to develop a control
procedure which will prevent the possibility of arepeat violation. Further, he stated that TMO admits that some
of the TMO employees may serve amore productive and efficient role if transferred to other government agencies.
Therefore, the Mayor’s Office intends to develop a long-range plan to gradually transfer personnel to various
government departments who may benefit from professional or vocational training.

OPA Comments

We consider Recommendation 90 closed. Recommendations 88 and 91 are considered open and Recommendation
89 resolved because of the following.

Recommendation 88 - The response did not address the recommendation.

Recommendation 89 - OPAwas not provided documents (e.g., copies of application for leave and STS) to evidence
enforcement of the recommendation.

Recommendation 91 - The response did not provide a time frame for action.

The additional information needed to close the recommendations is presented in APPENDIX C.
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28. SUPERIOR COURT - 11/1/95 Inspection

Ourauditshowed that (1) employees were granted in-house comptime for hoursworked in excess of eight hours
even without written authorization from the Presiding Judge, and an employee on probationary status was granted
23 hours of advance in-house comptime to offset absence due to sickness for which he did not have available
sick or annual leave; and (2) Law Clerks and Special Assistants to the Presiding Judge did not use time cards
or other records to document their time and attendance.

No Written Directive from the Employees’ Superior to Perform Comptime (A.3)

Our inspection on Nlovember 1, 1995, showed that 13 employees took leave. Of these, 10 used in-house
comptime. Our review of time cards against STS showed that employees earned comptime credits for work
in excess of eight hours without authorization. Most of the comptime was earned by employees for reporting
early in the morning (between 7 and 8 a.m.) and/or punching out at least 30 minutes after 5:00 p.m.

Because of the abuses in the accumulation of comptime in 1995, the Presiding Judge issued a memorandum
on January 2, 1996 which stated that in 1996, comptime would only be accumulated upon his approval.

Our audit also showed that on November 1, 1995, a probationary employee charged in-house comptime for
his absence. Our review of the comptime subsidiary ledger showed, however, that the employee did not have
any comptime balance. After the comptime was posted, his balance resulted in a negative 23 hours. The timekeeper
informed us that the employee was new and did not have enough sick leave balance to charge his absence of
48 hours due to sickness during the pay period ended November 11, 1995. Because of this, the Presiding Judge
approved 23 hours"in-house IOU.” However, the employee could have applied for leave to the sick leave bank.

No Record of Employees’ Daily Time-In-and-Out (B.2)

Our inspection showed that Law Clerks and the Special Assistant to the Presiding Judge did not use time cards
or other records such as a log sheet to document their time and attendance. The timekeeper stated that leave
of these employees were determined based on the application for leave submitted. This procedure, however,
did not ensure that employees actually reported for work as required because their time and attendance were
not documented.

Recommendations

We recommend that the Presiding Judge (92) require the employee who was then on probation to apply for
sick leave hours from the sick leave bank. However, if the employee is not eligible, the Presiding Judge should
direct the timekeeper to charge the 23 hours of advance comptime to LWOP; and (93) require all employees

to punch the time clock or maintain a document which can monitor daily time and attendance.

Superior Court’s Response
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The Presiding Judge concurred with both recommendations, and provided OPA copies of the (1) STS showing
that the employee was charged 23 hours of annual leave; and (2) daily time-in-and-out sheets adopted by the
law clerks.

OPA Comments

We consider Recommendations 92 and 93 closed.
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29. SUPERIOR COURT - 12/29/95 Inspection

Ourauditshowed that the Superior Court office was closed for an employees’ New Year’s party on the afternoon
of December 29, 1995, and that employees charged one-half day to administrative leave with pay.

Improper Grant of Administrative Leave to Employees (A.2)

When OPA staff members arrived at the Superior Court Office on December 29, 1995 around 2:00 p.m., the
Cashier’s Office Service Window was closed. A notice was posted on the entrance door informing the general
public that the Superior Court closed at 12:00 noon on December 29, 1995 and would resume regular business
hoursonJanuary 2,1996 at 8:00a.m. The notice was unsigned and undated. To get confirmation that the Superior
Court was really closed, we proceeded to the office entrance door and knocked. An unidentified man opened
the door, confirmed that the Court was closed, and quickly shut the door. We knocked again and an employee
informed us that the Court was closed and the employees were on administrative leave. When we asked for the
memorandum which authorized the administrative leave, the employee retracted what she said. We looked for
the timekeeper and she assisted us in our review of the employees’ time cards. When we asked for help in
physically identifying each employee, the Presiding Judge came and reiterated that their office was closed. We
were shownamemorandum from the Presiding Judge dated December 27, 1995 titled “Notice from the Counsel”
stating that the Court would close at 12:00 noon on Friday, December 29, 1995 and would resume regular
business on Tuesday, January 2, 1996 at 8:00 a.m. A Supreme Court employee told us that the Courts were
closed because staff members were attending a New Year’s party at their office.

During our short visit, OPA staff members observed at least four individuals who walked up to the Service
Window, read the notice and left. Additionally, in the January 5, 1996 edition of the Pacific Star, a businesswoman
claimed that one of her employees had been detained and was unable to post bail. She insinuated that her employee
had to spend more time than necessary in jail due to the fact that the Superior Court was closed from Friday
noon until the following Tuesday morning.

Our review of the corresponding STS showed that the employees were not charged annual leave although they
were not in the office on the afternoon of December 29, 1995. At least 22 employees were without annual or
sick leave charges in the STS during that pay period. Apparently, the hours spent at the New Year’s party were
included in their regular hours since the employees were granted administrative leave with pay. The personnel
regulations for the Judiciary titled Personnel Service System Regulations-Judiciary (PSSRJ) were adopted on
October 1, 1984 by CSC and have not been revised. They do not show the stricter guidelines for granting
administrative leave, i.e., they still included the clause “...for such reasons as the Chief Judge may determine
(e.g., early closing on Christmas Eve).”

Recommendations
We recommend that the Presiding Judge (94) discontinue the practice of closing the Court’s office and granting
administrative leave for occasions which do not warrant the charging of administrative leave. If it is necessary,

however, to close the Court while the other government offices remain open, there should be a public notice
issued far enough in advance for the general public to know. The public should not have to come to the Court
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only to learn that it is closed; and (95) initiate the update of the PSSRJ using the CSC’s guidelines for granting
administrative leave.

Superior Court’s Response
No response was received from the Presiding Judge.
OPA Comments

We consider Recommendations 94 and 95 open. The additional information needed to close the recommendations
is presented in APPENDIX C.
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30. Supreme Court - 12/29/95 Inspection

Our audit showed that the Supreme Court office was closed for an employees’ New Year’s party at the Superior
Court’s office on the afternoon of December 29, 1995, and that employees charged one-half day to administrative
leave with pay.

Improper Grant of Administrative Leave to Employees (A.2)

When OPA staff members arrived at the Supreme Court Office on December 29, 1995 around 2:30 p.m., the
office was closed and only one employee was working inside. A notice was posted on the entrance door informing
the general public that the Supreme Court closed at 12:00 noon on December 29, 1995 and would resume regular
business hours on January 2, 1996 at 8:00 a.m. The notice dated December 28, 1995 was signed by the Chief
Justice. The employee inside the office told us that all the employees (except her) went to the Superior Court’s
office to attend a Nlew Year’s party.

Our review of the corresponding STS showed that the employees were not charged annual leave although they
were not at the office on the afternoon of December 29, 1995. At least six employees were without annual or
sick leave charges in the STS during that pay period. Apparently, the hours spent at the New Year’s party were
included in their regular hours since the employees were granted administrative leave with pay.

The personnel regulations for the judiciary titled PSSRJ were adopted on October 1, 1984 by CSC and have
notbeen revised. They do notshow the stricter guidelines for granting administrative leave, i.e., they still included
the clause “... for such reasons as the Chief Judge may determine (e.g., early closing on Christmas Eve).”
Recommendations

We recommend that the Chief Justice (96) discontinue the practice of closing the Court’s office and granting
administrative leave for occasions which do not warrant the charging of administrative leave. If it is necessary,
however, to close the Court while the other government offices remain open, there should be a public notice
issued far enough in advance for the general public to know. The public should not have to come to the Court
only to learn that it is closed by reading a note on the door; and (97) initiate the update of the PSSRJ using the
CSC'’s guidelines for granting administrative leave.

Supreme Court’s Response

No response was received from the Chief Justice.

OPA Comments

We consider Recommendations 96 and 97 open. The additional information needed to close the recommendations
is presented in APPENDIX C.
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31. COMMONWEALTH UTILITIES CORPORATION (CUC) - 11/1/95 Inspection

Ourauditshowed that thirteen employees took off on the afternoon of November 1 but their time cards indicated
no official clock-out for the day.

Employees who Took off Failed to Time-Out (B.2)

Our verification of CUC employees’ time and attendance showed that 13 employees took off in the afternoon
of November 1 buttheir time cards indicated no official clock-out for the day. Subsequent examination of records
indicated, however, that applications for annual leave were appropriately filed by the employees and approved
by division officials. There was no assurance, however, that the number of leave hours reported was accurate.

Recommendations

We recommend that the CUC Executive Director direct (98) the division managers and supervisors to directly
enforce and monitor the implementation of prescribed timekeeping procedures requiring daily clock-in-and-out;
(99) the division managers and supervisors to require written justification from employees who failed to clock-in-
and-out; (100) the division managers and supervisors to initial all manual entries in time cards, whether the hours
were charged to leave or not; (101) the Office of the Deputy Executive Director to review and initial the written
justification for failure to clock-in-and-out; and (102) the Payroll Section to determine compliance with the
above recommendations (99, 100, and 101) before processing the employee payroll.

CUC Response

The CUC Chief of Administrative Services concurred with the recommendations, and provided OPA a copy
of his memorandum to all CUC managers and supervisors implementing Recommendations 98 to 102. In
addition, the Chief also issued another memorandum imposing disciplinary actions for employees’ failure to
comply with the established clocking procedures.

OPA Comments

We consider Recommendations 98 to 102 closed.
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32. NORTHERN MARIANAS ISLANDS RETIREMENT FUND (NMIRF) - 11/1/95 Inspection

Our audit showed that two employees did not record their attendance in the records during our inspection on
November 1,1995, but were nevertheless charged with regular hours in the summary report. The two employees
claimed they were present but forgot to record their attendance on the Daily Time and Attendance Record.

Employees Although Present Failed to Time-In (B.2)

During our inspection at 3:20 p.m. on November 1, 1995, two employees of NMIRF did not time-in on the
Daily Time and Attendance Record (DTAR- equivalent to time cards). One of the two employees had no
application for leave. Because the timekeeper was absent, we asked the Administrator the whereabouts of the
employee. He said that the first employee did not report for work and did not call the office. He added that the
employee had health problems which forced her out of work the past few days. The other employee had an
application requesting eight hours annual leave for that day.

Our verification of the summary report showed, however, that the two employees were not charged 8 hours
sick or annual leave on Nlovember 1, 1995. Instead, the two employees were charged two and five hoursannual
leave, respectively.

On November 20, 1995, we brought the matter to the attention of the Administrator and the timekeeper. The
timekeeper stated that the two employees forgot to record their time and attendance on the DTAR for November
1, 1995, but both employees were present in the office before OPA staff members conducted the inspection.
We were provided with acopy of the DTAR for that day which showed that the two employees had timed-in-and-
outalready and worked six and three hours, respectively. When called by the Administrator, the employees stated
the same information given by the timekeeper. In addition, the Administrator retracted his previous statement
and said that he might have been referring to other dates.

Recommendation

We recommend that the Administrator (103) establish procedures that require the timekeeper to ensure that
time and attendance of employees on the DTAR is complete. For example, the timekeeper should check the
accuracy and completeness of information on the DTAR daily.

NMIRF Response

The Administrator stated that enforcement of the procedure would be improved in a manner consistent with
the Personnel Rulesand Regulations and established office policies. He provided OPA acopy of hismemorandum
issued to all staff members on the new office timekeeping policies where he emphasized strict compliance with
the policies and stated that failure to do so would result in disciplinary actions. The memorandum provides that
“Failure to time-in-and-out will be charged LWOP for the pay period during which it occurred. This means
that you will not be paid for the day or days you did not time-in-or-out. If thisevent happens for three pay periods
during a calendar year, appropriate disciplinary action will be instituted against the offending employee.”

OPA Comments

We consider Recommendation 103 closed.
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33. NORTHERN MARIANAS COLLEGE (NMC) - Administrative Services, Admissions and
Records, Business Office, etc. - 11/1/95 Inspection

Our audit showed that (1) several NMC offices were closed on the afternoons of December 22 and 29, 1995
(Christmas and New Year, respectively) and January 2 and 5, 1996 (NMC President’s birthday and Former
Dean of Student Affairs’ Farewell parties, respectively), and employees were granted administrative leave; (2)
only one of the seven departments inspected (Admissions and Records) required its employees to fill out daily
time-in-and-out log sheets; (3) in-house comptime balances of the three employees in Admissions and Records
were not monitored by the timekeeper but by the employees themselves; and (4) the Time sheet Summary Reports
for the pay period ending December 23, 1995 for the three departments examined showed that the time charges
of almost all employees were altered and the person(s) who altered them did not sign or initial.

Improper Grant of Administrative Leave to Employees (A.2)

While we were doing follow up work relating to the November 1, 1995 inspection, we found that NMC
employees were allowed to leave the office on the afternoons of December 22 and 29, 1995 and January 2 and
5, 1996, and were granted administrative leave. Two memorandums dated December 22 and 29, 1995 stated
that the Presidentand Vice-Presidents have granted administrative leave beginning 1:00 p.m. on those days (with
Christmasand New Year wishes, respectively). We also obtained information thatadministrative leave was granted
on January 2 and 5, 1996 to those employees who attended the NMC President’s birthday party at the beach
and the former Dean of Student Affairs’ farewell party at the beach park, respectively.

We selected three departments for review of the Time Sheet Summary Reports and Employee Time Sheets to
determine whether administrative leave was charged on those days. Our review showed that the employees left
the office in the afternoon of those days and were granted administrative leave.

The Contracts and Conditions of Employment included in the NMC Personnel Regulations provided that
Administrative Leave with Pay isgranted only in exceptional circumstances by the NMC President. There were
no guidelines, however, on what should be considered exceptional circumstances. This was not in conformity
with civil service rules and regulations which provide specific guidelines for granting administrative leave and
which do not allow for Christmas, New Year, birthdays, and farewell parties.

No Record of Employees’ Daily Time-In-and-Out (B.2)

Ofthe seven departmentsinspected, only Admissionsand Records required itsemployees to fill out daily time-in-
and-out log sheets. The timekeepers from the other six departments inspected told us that although employees
were not required to record their time-in-and-out, department heads monitored their time charges. Employees
taking annual leave were required to submit leave forms in advance. In emergency cases, employees having to
take unscheduled leave would just call the office to report the leave. The department head reviewed the Timesheet
Summary Report prior to submission to the NMC Business Office for payroll processing.
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Comptime Record not Maintained (B.5.c)

Oneemployee used her in-house comptime to offset the eight hour leave she took on November 1, 1995. When
asked for the employee’scomptime records, the timekeeper said that the records were being kept by the employee
herself who was on leave that day. She told us that she was certain that the employee had available comptime
hours because based on the applications for leave submitted to her, the comptime used by the employee had
not exceeded over 100 hours in-house comptime available to be used up.

Thetimekeeper further said that there were two other employees who monitored their own in-house comptime,
and that she was informed only of the number of comptime hours used based on the applications for leave
submitted to her. During our inspection, only one employee’s comptime record was available for examination.
Details such as comptime hours used and the covering pay period were indicated in the record; however, the
running balances were not indicated. We computed the balance and arrived at 28 hours in-house comptime
balance asof November 10, 1995. Subsequently, the timekeeper faxed us the employees’ comptime recordswhich
showed available balances of 69 and 6 hours, respectively. However, there was no assurance that the comptime
hours were accurate because of the lack of control.

Also, the Time Sheet Summary Reports for the pay period ending December 23, 1995 for the three departments
examined showed that the time charges of almost all employees were altered and the person(s) who altered did
not sign or initial. We were informed that the alterations were made by both the department timekeepers and
overall NMC timekeeper. The alterations were mostly to reflectadministrative leave charges (previously charged
to regular hours).

Recommendations

We recommend that the NMC President (104) require all timekeepers to control in-house comptime records
of employees; (105) require both the Department Head and the timekeeper to initial any alteration in the STS;
(106) refrain from closing its office and granting administrative leave for those occasions which do not warrant
charging administrative leave; (107) initiate the update of the NMC Personnel Regulations using the CSC'’s
guidelinesfor grantingadministrative leave; and (108) require allemployees to punch the time clock or maintain
a document which can monitor daily time and attendance.

NMC Response

In the initial response of the NMC President, she generally concurred with the recommendations except for
Recommendation 108, and did notaddress Recommendation 107. In her subsequent response to the draft audit
report, she addressed Recommendation 107 and expressed concurrence. However, she still expressed disagreement
with Recommendation 108. In the initial response, the NMC President stated that faculty employees have
responsibilities, both in and out of the classroom, which more than match the equivalent of 80 hours every pay
period. NMC has charged non-faculty employees to fulfill 80 hours of work each pay period. In her subsequent
response, the NMC President explained that the College does not intend to use time clocks because it is an
educational institution and not a factory. She also stated that “activities such as planning/preparing for classes
or correcting student papers - both of which can be done at home - or conducting laboratories, or advising and
counseling students, or attending faculty and committee meetings, or a myriad of other normal NMC duties
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performed by faculty and other professional employees of NMC militate against the suggestion that they be
required to punch a time clock”.

OPA Comments

We consider Recommendation 106 closed. Recommendations 104 and 105 are considered resolved and
Recommendations 107 and 108 are considered open because of the following.

Recommendations 104 and 105 - OPA was not provided documents (e.g., copies of written instruction to the
employees) to evidence enforcement of the recommendations.

Recommendation 107 - The response did not provide a time frame for action.

Recommendation 108 - NMC should reconsider and implement the recommendation. OPA believes that both
faculty and non-faculty employees should be required to document their time and attendance because there
is no assurance that they actually worked 80 hours in a pay period unless there is a written record which would
evidence the number of hours they actually worked. Without the use of any tool to monitor time and attendance,
even NMC itself has no proof that an employee has actually performed the “various activities” full time. This
should not be tolerated especially if government funds are involved. The salaries of NMC employees are paid
out of government funds for which greater accountability should be observed compared to privately run
institutions. Itis the responsibility ofall government officials, including NMC, to ensure that government funds
are safeguarded from waste and abuse.

As OPA has recommended, time monitoring could be done through the use of time clocks or any alternative
method. If time clocks are not acceptable, NMC can adopt other reasonable methods for time keeping. For
example, Bi-Weekly Activity Reports can be required from faculty employees showing the number of hours
worked and abrief description of the nature of the work performed daily. For non-faculty employees, daily time-in
and time-out sheets should be required since they are required to report for work at the office from 7:30 a.m.
to 4:30 p.m. (or work on a “flexible time” basis). This documentation will serve as evidence that actual work
has been performed and at the same time provide NMC officials a tool to determine the progress of work of
its employees.

The additional information needed to close the recommendations is presented in APPENDIX C.
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34. NORTHERN MARIANAS HOUSING CORP. (NMHC) - 11/1/95 Inspection

Our audit showed that (1) the annual leave and comptime charges taken by several employees on November
1, 1995 were not reported in the time sheet; and (2) the last posting in the comptime records of two employees
were on April 9 and September 24, 1994, respectively, although there were comptime hours earned and used
after those dates.

Employees on Annual Leave and Comptime Improperly Charged with Regular Hours (A.1.3)

Our subsequent review of time cards showed that two employees took two hours annual leave on November
1,1995. The time sheet showed, however, that they did not take annual leave during that day, and instead were
charged regular hours. The timekeeper was on vacation when we examined the time cards and time sheet. We
brought the matter to the attention of the accountant who acknowledged the error and stated he would make
anadjustmentin the next pay period's time sheet (ending 11/25/95). We subsequently verified that an adjustment
was made.

Another employee was not present when we visited the NMHC office on November 1, 1995. Our subsequent
review of time cards showed that he took eight hours leave that day and used comptime to offset the leave. We
also noted that he took four hours leave on October 30, 1995 and also used his comptime. The time sheet showed,
however, that eight hours comptime was charged on October 30, 1995 and no leave was charged on November
1, 1995.

On December 13, 1995, we brought the matter to the attention of the timekeeper who stated she would adjust
theerrorinthe next pay period's time sheet (Ending 12/23/95). The timekeeper told us that the error in reporting
comptime charges was due to oversight. The timekeeper also said that time charges in the time sheets were
reviewed by the Comptroller and/or the Office Manager; however, we found no evidence of review on the time
sheet.

Comptime Record not Updated (B.5.c)

We could not verify if the two employees who charged two hours and one hour comptime, respectively, on
November 1, 1995 had any available comptime balances. Our examination of their comptime records showed
that the latest postings by the timekeeper were made on April 9 and September 24, 1994, respectively. The
employees had 187.50 and 37.88 hours remaining balance.

The timekeeper told us that she was certain these employees had available comptime hours. According to her,
these employees earned a lot of comptime during 1995 and to evidence this, we were shown voluminous
comptime requests of the employees. The timekeeper told us that the backlog in posting comptime transactions
occurred because of inadequate accounting staff. She added that NMHC did not give priority to the timely posting
of comptime transactions.
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Recommendations

We recommend that the Corporate Director (109) require the Comptroller and/or the Office Manager to review
time sheets and document such review by signing or initialing. Entries in the time sheet should be compared
totime cardsand applications for leave, and there should be documentation(such as signing) to evidence review;
(110) recover the four hours comptime taken by one employee by charging four hours against his available
comptime balance;and (111) require the timekeeper to keep the comptime transactions posted in the comptime
record on a timely basis.

NMHC Response

The former Comptroller agreed with Recommendation 109, did not address Recommendation 110, and disagreed
with Recommendation 111. He stated that he reviewed payroll spreadsheets, and that this was usually evidenced
by marking each entry on the sheet, but that he erroneously just missed the items in question. He also stated
that NMHC’s regulations provided that all comptime must be taken within the next four pay periods or be lost.
The posting of other comptime to the records was to keep track only of the hours worked by employees and
was not used for purposes of payment since any prior to the next four pay periodswould be invalid. Subsequently,
the NMHC Corporate Director responded to the draft audit report and concurred with Recommendations
110 and 111; she also provided OPA copies of documents to evidence enforcement of the recommendations.

OPA Comments

We consider Recommendations 109 to 111 closed.
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35. COMMONWEALTH DEVELOPMENT AUTHORITY - 11/1/95 Inspection

Our audit showed that (1) CDA employees left the office by 3:00 p.m. on November 1, 1995 and were
subsequently allowed to charge administrative leave; and (2) CDA did not require employees to record their
daily time-in-and-out.

Improper Grant of Administrative Leave to Employees (A.2)

The CDA office was closed when we visited it on November 1, 1995 around 3:30 p.m. A subsequent review
of the Employees’ Time and Attendance Record (ET &AR - summarized daily time charges) showed, however,
that only seven employees took leave that day. The remaining eight employees, although not in the office when
we visited, did not report leave and instead charged eight regular work hours.

In his letter dated November 20, 1995 to the Public Auditor, the CDA Executive Director explained that on
Nov. 1, he informed the remaining eight employees who did not take leave that the office would close at 3:00
p.m. These employees were subsequently allowed to charge administrative leave. The Executive Director said
his action was based upon the instruction of the CDA Board Chairman who called him to close the office by
3:00 p.m.

No Record of Employees’ Daily Time-In-and-Out (B.1)

CDA did not require employees to record their daily time-in-and-out. The timekeeper told us that employees
monitored their own time and were responsible for the time charged in the ET&AR which was used as basis
for payroll processing.

Recommendations

We recommend that the Executive Director (112) take steps to reverse the administrative leave granted to CDA
employees covering two hours on November 1, 1995; and (113) require all employees to punch the time clock
or maintain a document which can monitor daily time and attendance.

CDA Response

The former Executive Director agreed with Recommendation 112 and disagreed with Recommendation 113.
He provided OPA a copy of his memorandum to the CDA-Finance & Accounting Division to charge 1 hour
annual leave to employees who left the office at 3:30 p.m. as instructed by the CDA Management. He stated,
however, that he finds it very unprofessional for OPA to insinuate that CDA does not control the time and
attendance of employees, and that the use of time cards to control employee time charges will be less accurate
because of power outages.

Subsequently, the CDA Acting Executive Director responded to the draft audit report and concurred with
Recommendation113. She also provided OPA copies of documents (e.g., copies of written instructions to the
employees and Daily Time and Attendance Record) to evidence enforcement of the recommendation.

OPA Comments

We consider Recommendations 112 and 113 closed.
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36. PUBLIC SCHOOL SYSTEM (PSS) - Instruction/Curriculum Office, Personnel Management
Office, and Procurement & Supply/Administration Office - 1/29/96 Inspection

Our audit showed that (1) 16 employees did not time-out on January 29, 1996 and were given eight regular
hours on the STS; (2) 8 employees manually filled out their time cards to indicate time-in-and-out instead of
using the time clock; and (3) employees did not consistently log in the Log-In-and-Out Sheet whenever they
left the office during working hours.

No Record of Employees’ Time-Out (B.2)

Our review of the time cards for the pay period ending February 3, 1996 showed that 16 employees did not time-
outontheafternoon of January 29, 1996. Examination of time records indicated, however, thatemployees were
given eight regular hours that day.

Manually Filled Out the Time card Instead of Using the Time Clock (B.3)

Our review of the time cards for the pay period ending February 3, 1996 showed that on January 29, 1996, eight
employees manually filled out their time cards to indicate time-in-or-out. Only one of the eight employees had
supervisor’s initial on the time cards. The Deputy Commissioner for Instruction explained that most of the
employees in his office were assigned to different CNM I public schools and not all were using time clocks; thus,
some employees either manually filled out their time cards or prepared a schedule of daily activities. These were
submitted to the time keeper at the end of each pay period as justification of their time charges. Our review
showed, however, that only three of the eight employees were assigned to schools. The Deputy Commissioner
for Instruction explained that others manually filled out timecards because they might have failed to punch the
time clock.

Whereabouts of Employees Out During Office Hours not Documented (B.5.a)

Our audit showed that employees did not consistently log in the Log-In-and-Out Sheet (equivalent to sign-in-
and-out sheets). At the time of our inspection, two employees who were out on official business did not fill out
the Log-1n-and-Out Sheet. Our subsequent review of the Log-In-and-Out Sheet showed that on January 29,
1996, 3 employees who logged-out failed to indicate the times they left and returned to the office, and eight
indicated only the time they left the office.

Recommendations

We recommend that the PSS Commissioner issue amemorandum requiring all employeesto (114) consistently
punch the time clock; (115) stop allowing employees to manually time-in-and-out except in appropriate cases
(such as when the time clock is not operable or when the employee is assigned

toalocation where no time clock isavailable), which should be justified and approved by the division manager;
and (116) instruct employees who leave the office during working hours to personally log their destination
(including purpose, time of leaving, and time returned) in the Log-In-and-Out Sheets.

June 1998 I Audit of CNMI Government Employees’ Time and Attendance 93



OPA I Appendix

Appendix B
Page 65 of 65

DETAILS OF FINDINGS NOTED IN THE
OFFICES, DEPARTMENTS, AND AGENCIES INSPECTED

PSS Response
No response was received from the PSS Commissioner.
OPA Comments

We consider Recommendations 114 to 116 open. The additional information needed to close the
recommendations is presented in APPENDIX C.
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Agency Agency Response/
Recommendations to Act Status Additional Information or Action Required
1. Take appropriate disciplinary action against DLI Closed The Secretary of DLI concurred with all the
the timekeeper. recommendations, and provided OPA a copy
. . of the revised assignment of administrative
2. Require the Director of Employment to DLI Closed | duties and responsibilities which addressed the
consistently exercise due care in the review OPA recommendations. The timekeeper was
of STS. relieved of her administrative duties and the

review of STS for all divisions was centralized
in the Administrative Supervisor. The four

3. Require both the Director of Employment and DLI Closed employees without time cards were required to
the timekeeper to initial any alteration in the use the time clock through a memorandum.
STS.

4. Require allemployees to punch the time clock DLI Closed

or maintain a document which can monitor
daily time and attendance.

5. Take stepsto reverse the administrative leave DOF Open The Secretary of DOF stated that to address the
granted to P & S employees covering one- OPA recommendations in the three audit
half-day for December 22, 1995. memorandums issued to DOF, a DOF Time

and Attendance Policy was issued. For Recom-
mendation 5, the Secretary stated that the P&S
Director would be asked to forward to OPA an
amended STS showing reversal of the adminis-
trative leave.

6. Refrain from closing its office and granting DOF Open Further Actions Needed
administrative leave for those occasions not
provided in the personnel regulations, such Recommendation 5 - The P&S Director should
as Christmas/New Year party. provide OPA a copy of the amended STS.

Recommendation 6 - The Secretary of DOF
should provide OPA a policy which is geared
toward addressing this issue.

7. Require employees at the Secretary's Office DOF Closed
to punch the time clock or maintain a
document which can monitor daily time and
attendance; and

8. Require all employees of the Division of DOF Closed
Finance and Accounting to stop manually
timing-in-and-out except in appropriate cases
(such as when the time clock is not operable),
which should be justified and approved by
the division manager.

9. Instructall employeesto have their comptime DOF Closed
requested and approved in advance through
a Request and Authorization Form; the
branch manager should certify to the time-
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Agency Agency Response/

Recommendations to Act Status Additional Information or Action Required

keeper all comptime work performed and the
timekeeper should credit the employee only
for comptime hours supported by an authori-
zation form.

10. Establish alternative procedures which will DOF Closed
document emergency comptime approval.

11. Require all employeesto punch the time clock DOF Closed
or maintain a document which can monitor
daily time and attendance.

12. Stop allowing employees to manually time-in- DOF Closed
and-out except in appropriate cases (such as
when the time clock is not operable), which
should be justified and approved by the
division manager.

13. Establish procedures for monitoring time of DOF Closed
employees who for valid reasons go directly
to other offices before reporting to the main
office.

14. Establish a sign-in-and-out sheet which DOF Closed
should include the date, name of employee,
time of leaving the office, time returned,
location, contact tel. no. and purpose.
Employees should be required by a memo-
randum to personally log entries in the sign-
in-and-out sheet when leaving the office
during office hours.

15. Complywiththe FLSA requirementregarding DOF Closed
overtime.
16. Establish procedures for documenting the DOF Closed

calls of employees reporting leave.
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Recommendations

Agency

to Act

Status

Agency Response/
Additional Information or Action Required

17. Require the DFW Director to time-in-and-out. DLNR Closed The Secretary of DLNR responded that he would
In case the Director fails to time-in or out, the take immediate action on all the audit
timekeeper should charge the corresponding recommendations, and provided OPA a copy
hours to Leave Without Pay (LWOP) or of the Acting DFW Director’s memorandum to
AWOL, as applicable. all staff members to comply with certain OPA

recommendations and with personnel regula-

18. Admonish the DFW Director for repeated DLNR Open tions.
lateness and absences.

Further Actions Needed

19. Stop allowing employees to manually time-in- DLNR Open Recommendation 18 - The Secretary of DLNR
and-out except in appropriate cases (such as should provide OPA a copy of the memoran-
when the time clock is not operable), which dum admonishing the DFW Director.
should be justified and approved by the
division manager. Recommendation 19 -The Secretary of DLNR

20. Establish procedures for documenting the DLNR Closed .should.prowde OPA a copy of the written

. instruction to the employees.

calls of employees reporting leave.

Recommendation 21 - The Secretary of DLNR
should provide OPA a copy of the written

21. Require the timekeeper to ensure that time DLNR Open instruction to the timekeeper.
cards are available at the start of each pay
period.

22. Establish a sign-in-and-out sheet which DLNR Closed
should include the date, name of employee,
time of leaving the office, time returned,
location, contact tel. no. and purpose.

Employees should be required by a memo-

randum to personally log entries in the sign-

in-and-out sheet when leaving the office

during office hours.

23. Issue amemorandum requiring all employees DLNR Open No response was received.
who leave the office during working hours to
personally log their destination (including Further Action Needed
purpose, time of leaving, and time returned)

In a sign-in-and-out sheet. Recommendations 23 - The Secretary of DLNR
should provide OPA a copy of the written
instruction to the employees.
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Additional Information or Action Required

No response was received.
Further Actions Needed

Recommendations 24 - The Secretary of DLNR
should provide OPA a copy of the written
instruction to the employees.

Recommendation 25 - The Secretary of DLNR
should provide OPA copies of the established
sign-in-and-out sheet and the written instruction
to the employees.

Recommendation 26 - The Secretary of DLNR
should provide OPA a copy of the developed
written policies and procedures.

leaving, and time returned) in the Time Log
Record whenever they are out of the office
during working hours.

Agency
Recommendations to Act Status
24. Issue amemorandum requiring all employees DLNR - Open
to personally record their actual time-in-and- CRMO
out in the Daily Time Sheet. Rota and Tinian
employees should also provide the CRMO
timekeeper with their copies of Daily Time
Sheet.
25. Establish a sign-in-and-out sheet which DLNR - Open
should include the date, name of employee, CRMO
time of leaving the office, time returned,
location, contact tel. no. and purpose.
Employees should be required by a memo-
randum to personally log entries in the sign-
in-and-out sheet when leaving the office
during office hours.
26. Establish a procedure for monitoring time of DLNR - Open
employees who for valid reasons go directly CRMO
to other offices before reporting to the main
office.
27. Require employees to personally record their DLNR - Closed
actual time-in-and-out in the Daily Time & ZDO
Attendance Record. Procedures should be
established for monitoring time of employees
who for valid reasons go directly to other
offices before reporting to the main office.
28. Require employees to personally log their DLNR - Closed
destination (including purpose, time of ZDO

The Acting Director of ZDO concurred with the
recommendations and provided OPA a copy
of his June 11, 1996 memorandum to the staff
members emphasizing the need for compliance
with the personnel regulations regarding time
and attendance records and with the in-house
log policy of signing-in-and-out each time they
leave the office.
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Recommendations

Require all employees to punch the time clock
or maintain a document which can monitor
daily time and attendance.

Agency

to Act

SAA

Status

Closed

30.

Establish a sign-in-and-out sheet which
should include the date, name of employee,
time of leaving the office, time returned,
location, contact tel. no. and purpose.
Employees should be required by a memo-
randum to personally log entries in the sign-
in-and-out sheet when leaving the office
during office hours.

SAA

Closed

Agency Response/
Additional Information or Action Required

The Special Assistant for Administration
concurred with the recommendations, and
provided OPA a copy of the Minutes of
Timekeepers Meeting held on September 30,
1996 when he emphasized to all the timekeep-
ers, including PIO’s, to observe the rules and
regulations in regards to keeping proper time
and attendance for all employees. In the
meeting, he stressed the importance of complet-
ing the daily time sheets and the in/out logbook
to properly monitor where an employee is at all
times. He also said that in regards to those
employees who may not adhere to the regula-
tions, he should be informed immediately so
that the matter will be addressed promptly.

31.

Discontinue the practice of not charging the
appropriate type of leave in any time-off that
reduces a work day to less than eight hours.

DCCA -

CAO

Closed

32.

Take steps to charge appropriate leave for
the employees’ unworked hours.

DCCA -

CAO

Open

33.

Develop and implement written policies and
procedures in the use of the flexible time
system, if CAO decides to continue its use.

DCCA -

CAO

Open

34.

Establish procedures for documenting the
calls of employees reporting leave.

DCCA -

CAO

Open

35.

Establish a sign-in-and-out sheet which
should include the date, name of employee,
time of leaving the office, time returned,
location, contact tel. no. and purpose.
Employees should be required by a memo-
randum to personally log entries in the sign-
in-and-out sheet when leaving the office
during office hours.

DCCA -

CAO

Open

The CAQ Executive Assistant concurred with all
the recommendations. He stated that CAO is
implementing the sign-in-and-out sheet and has
purchased a timeclock.

Further Actions Needed

Recommendation 32 - The CAO Executive
should provide OPA copies of application for
leave and STS evidencing that the employees
were charged leave.

Recommendation 33 - The CAO Executive
should provide OPA a copy of the developed
written polices and procedures in the use of the
flexible time system.

Recommendation 34 - The CAO Executive
should provide OPA a copy of the developed
written policies and procedures.

Recommendation 35 - The CAO Executive
should provide OPA copies of the established
sign-in-and-out sheet and the written instruction
to the employees.
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Recommendations

Take stepsto reverse the administrative leave
granted to DCCA employees covering half-
day for December 29, 1995.

Agency

to Act

DCCA

Status

Open

37.

Refrain from closing its office and granting
administrative leave for those occasions not
provided in the personnel regulations, such
as Christmas/New Year party.

DCCA

Closed

38.

Require all employees to punch the time clock
or maintain a document which can monitor
daily time and attendance.

DCCA

Resolved

39.

Stop allowing employees to manually time-in-
and-out except in appropriate cases (such as
when the time clock is not operable), which
should be justified and approved by the
division manager.

DCCA

Resolved

Agency Response/
Additional Information or Action Required

The Secretary of DCCA concurred with Recom-
mendations 37 to 39, and stated that these
recommendations would be complied with. With
regard to Recommendation 36, he stated that
since it was the Executive Branch which gave
authority to the Secretary of DCCA to grant
administrative leave, it would have to be the
Executive Branch’s decision to reverse that
leave.

Further Actions Needed

Recommendation 36 - The Secretary of DCCA
should provide OPA a copy of the documented
reversal of the administrative leave such as a
memorandum, application for leave and STS.

Recommendations 38 and 39 - The Secretary
of DCCA should provide OPA a copy of the
written instruction to the employees.

40.

Require all employees to punch the time clock
or maintain a document which can monitor
daily time and attendance.

PDO

Open

The former Public Defender disagreed with the
recommendation, and stated that if exempt
employees will be required to document their
daily time-in-and-out, the employees would be
abused or hampered in working additional
hours, and would lose their exempt status. Also,
no statute or regulation requires that excepted
service employees should time-in-and-out on
the Daily Time and Attendance Report. The new
Acting Public Defender responded to the draft
audit report where he generally shared the
same opinion with the former Public Defender.

Further Action Needed

Recommendation 40 - PDO should reconsider
and implement the recommendation by
providing OPA a copy of the developed written
policies and procedures to document the
accounting for the attorneys’ time.
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Recommendations

Comply with the FLSA and the CNMI Ex-
cepted Service Personnel Regulations by
disallowing the accumulation and use of
comptime by executive, professional and
administrative employees.

Agency

to Act

DOC -
MVB

Status

Closed

Agency Response/
Additional Information or Action Required

The MVB Managing Director concurred with the
recommendation, and stated that as of Decem-
ber 31, 1995, MVB no longer allowed its
managers to accrue comptime. MVB stated that
it sought direction from the Personnel Office
and OPA on what to do with/how to dispose
of the accrued comptime that was recorded in
the books prior to audit. It was concluded that
the accrued comptime could either be used up
by, paid to, or converted to the annual leave
of, the employees. The affected employees
opted to convert their comptime accruals into
annual leave.

42.

Issue amemorandum requiring all employees
to use the time clock for their daily time-in-
and-out and to maintain a document, such
as a log sheet, which can monitor daily time
and attendance.

DOC

Open

43.

Stop allowing employees to manually time-in-
and-out except in appropriate cases (such as
when the time clock is not operable), which
should be justified and approved by the
division manager.

DOC

Open

44.

Establish a sign-in-and-out sheet which
should include the date, name of employee,
time of leaving the office, time returned,
location, contact tel. no. and purpose.
Employees should be required by a memo-
randum to personally log entries in the sign-
in-and-out sheet when leaving the office
during office hours.

DOC

Open

The Secretary of DOC disagreed with Recom-
mendation 42 and stated that he planned to
continue exercising his discretion to exempt any
employee he chose from the official
timekeeping method and require alternative
method such as log sheets (listing the sum total
of the hours worked on any given day). Regard-
ing Recommendation 43, he stated that the
employees’ supervisors would be instructed to
continue ensuring the submission of accurate
timekeeping records. For Recommendation 44,
he stated that a mandatory Sign-out Sheet for
all employees not on the clock and leaving the
premises would be initiated. The Secretary
further stated that there was no absolute rule
or regulation in the CNMI government requiring
use of time clocks, see PSSRR.

Further Actions Needed

Recommendation 42 and 43 - The Secretary of
DOC should provide OPA a copy of the written
instruction to the employees.

Recommendation 44 - The Secretary of DOC
should provide OPA copies of the established
sign-in-and-out sheet and the written instruction
to the employees.
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Recommendations

Agency

to Act

Status

Agency Response/

Additional Information or Action Required

to record their actual time-in-and-out in the
time cards.

45. Take steps to charge appropriate leave for OMB Resolved No response was received from the former

the employees’ unworked hours. Special Assistant for Management and Budget.
The new Acting Special Assistant responded to
the draft audit report; she concurred with the
recommendations, and provided OPA copies
of the related time and attendance policies
which addressed the recommendations.

46. Discontinue the practice of not charging the OMB Closed Further Actions Needed
appropriate type of leave in any time-off that
reduces a work day to less than eight hours. Recommendations 45 and 48 - The Special

Assistant for Management and Budget should
provide OPA copies of application for leave
and STS evidencing that the employees were
charged leave.

47. Issue a memorandum to all employees that OMB Closed Recommendation 50 - The Special Assistant for
the Director of Personnel’s memorandum Management and Budget should provide OPA
dated May 30, 1995 will be followed by a copy of the written instruction to the employ-
taking adverse action for offenses such as ees.
habitual tardiness.

48. Take action to reverse the timekeeper's OMB Resolved
compassionate leave and charge him with
annual leave.

49. Ensure that compassionate leave is granted OMB Closed
in accordance with the provisions of the
personnel regulations.

50. Require all employeesto punch the time clock OMB Resolved
or maintain a document which can monitor
daily time and attendance.

51. Issue amemorandum requiring all employees CsC Open The Acting CSC Chairman stated that CSC had

implemented the recommendation beginning
July 12, 1996, the date when CSC received the
OPA draft audit memorandum.

Further Action Needed

Recommendation 51 - The CSC Chairman
should provide OPA a copy of the written
instruction to the employees.
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Agency Agency Response/
Recommendations to Act Status Additional Information or Action Required
52. Take appropriate disciplinary actions against DPH - Closed The MSO concurred with Recommendations 54
the two employees who were AWOL. MMS and 55, and provided documents to evidence
that corrective measures were implemented. He
expressed disagreement, however, with
Recommendations 52 and 53. We requested

53. Adjust the leave charges of the two employ- DPH - Closed the Secretary of Public Health to reconsider
ees by charging each of them 4 hours for MMS Recommendations 52 and 53. Subsequently,
being AWOL and crediting each of them 4 the Secretary provided OPA copies of the (1)
hours annual leave. letter instructing the Personnel Division to

] . charge the two employees with four hours of

54. Establish procedures for documenting the DPH - Closed AWOL, and (2) reprimand letters issued to the
calls of employees reporting leave. MMS two employees.

55. Instructemployees who leave the office during DPH - Closed
working hoursto personally log their destina- MMS
tion (including purpose, time of leaving, and
time returned) in a sign-in-and-out sheet.

56. Stop allowing employees to work at home DPH Open No response was received.
and manually write “8" hours in each day.

Further Actions Needed

57. Require all employees to time-out during DPH Open

lunch break. Recommendations 56, 57 and 58 - The
Secretary of DPH should provide OPA copies
) . of the written instructions to the employees.

58. Stop allowing employees to manually time-in- DPH Open
and-out except in appropriate cases (such as )
when the time clock is not operable), which Recommendation 59 - The Secretary of DPH
should be justified and approved by the shpuld pro.w.de OPA a copy of the developed
division manager. written policies and procedures.

59. Establish procedures for monitoring time of DPH Open Recommendation 60 - The Secretary of DPH
employees who for valid reasons go directly should provide OPA copies of the established
to other offices before reporting to the main sign-in-and-out sheet and the written instruction
office. to the employees.

60. Establish a sign-in-and-out sheet which DPH Open

should include the date, name of employee,
time of leaving the office, time returned,
location, contact tel. no. and purpose.
Employees should be required by a memo-
randum to personally log entries in the sign-
in-and-out sheet when leaving the office
during office hours.

61. Adjust the leave charges of the four employ- DPW Open No response was received.
ees.
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Recommendations

Agency

to Act

Status

Agency Response/
Additional Information or Action Required

Further Action Needed

Recommendation 61 - The Secretary of DPW
should provide OPA copies of application for
leave and STS evidencing that the employees
were charged leave.

62.

Instruct the DPW timekeeper to ensure that the
time charges of DPW employees are correctly
summarized in the STS. Likewise, all supervi-
sors should be instructed to ensure that
employees who are absent from work are
properly charged appropriate leave for the
hours notworked. Supervisors should stop the
practice of granting regular hours for the time
not worked by employees. Appropriate
disciplinary action should be initiated for
supervisors who continue to grant regular
hours for employees’ absences.

DPW

Open

63.

Require that in-house comptime records be
regularly updated.

DPW

Open

64.

Apply appropriate adverse action to the
employee for her habitual tardiness. The DPW
Secretary should require that employees be
charged as AWOL when the employee fails
to call the office before a designated time,
perhaps 8:00 a.m., to obtain prior approval
except in bona fide emergencies.

DPW

Open

65.

Require all employees to punch a time clock
or maintain a document which can monitor
daily time and attendance.

DPW

Open

66.

Stop allowing employees to manually time-in-
and-out except in appropriate cases (such as
when the time clock is not operable), which
should be justified and approved by the
division manager.

DPW

Open

67.

Establish procedures for documenting the
calls of employees reporting leave.

DPW

Open

No response was received.
Further Actions needed

Recommendation 62 and 63 - The Secretary of
DPW should provide OPA copies of the written
instructions to the timekeeper and supervisors.

Recommendation 65 and 66- The Secretary of
DPW should provide OPA a copy of the written
instruction to the employees.

Recommendation 64 - The Secretary of DPW
should provide OPA copies of application for
leave and STS evidencing that the employee
was charged leave, and written instruction to
the employees.

Recommendation 67 and 68 - The Secretary of
DPW should provide OPA copies of the
developed written policies and procedures.
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Agency Agency Response/
Recommendations to Act Status Additional Information or Action Required

68. Establish procedures for monitoring time of DPW Open
employees who for valid reasons go directly
to other offices before reporting to the main
office.

69. Take stepsto reverse sick leave granted to the NIMO Closed The Mayor disagreed with the recommendation
two employees, stop the practice of granting because he disputed the finding that there was
sick leave hours in lieu of charging LWOP, improper use of sick leave. The Mayor stated
and reconvert all sick leave to annual leave that he approved four hours annual leave and
and LWOP from the time this practice began. four hours sick leave for the two employees

because the employees informed him that they
were sick during the afternoon of November 1,
1995. The error was that the information was
not relayed to the timekeeper. He also stated
that upon complete review of NIMO's time and
attendance record for 1994, 1995, and up to
the most recent pay period in 1996, no case
was noted where the sick leave was converted
to annual leave. Further, it had never been a
policy of the NIMO to grant sick leave for
employees who are not sick.

70. Establish a sign-in-and-out sheet which NIMO Open For Recommendation 70, he stated that NIMO
should include the date, name of employee, is currently reviewing the feasibility of using the
time of leaving the office, time returned, recommended format for monitoring staff
location, contact tel. no. and purpose. members’ activities and whereabouts for the
Employees should be required by a memo- hourly employees. He stated that for profes-
randum to personally log entries in the sign- sional employees, strict adherence to account-
in-and-out sheet when leaving the office ability on an hour-to-hour basis is not recom-
during office hours. mended as professional employees are

expected to work in excess of eight hours per
day and often are required to work on week-
ends and evenings without additional compen-
sation.
Further Actions Needed
Recommendation 70 - The Mayor should
provide OPA copies of the established sign-in-
and-out sheet and the written instruction to the
employees.
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Recommendations

Agency

to Act

Status

Agency Response/

Additional Information or Action Required

71. Issue a memorandum to the two employees RMO Resolved No response was received from the Chief
requiring them to time-in-and-out on the DTA Administrative Officer. The new Mayor of Rota
sheet. responded to the draft audit report and

concurred with the recommendations. He stated
that problems noted in the previous Mayor’s
Office with regards to time and attendance will

72. Evaluate the work and professional status of RMO Closed not be repeated under his administration.
the legal counsel and the advisor under the
Mayor’s Office to determine whether they Further Actions Needed
should be considered regular employees or
contractorsforprofgssional services. Compel Recommendation 71 - The Mayor should
Thetwo to compIyW|t.h personnel regulations provide OPA a copy of the written instruction
if they are to be in employment status; to employees.
otherwise, amend the employment contracts
to professional service contracts if they are to )
be considered as providers of professional Recommendation 73 - The Mayor should
service. provide OPA the result of the discussions with

the head of other agencies.

73. Discuss with the head of other agencies the RMO Open
possibility of permanent transfer for 40
temporarily assigned employees while
reviewing the Mayor's Office staffing require-
ments and requesting only the number of
FTEs actually needed by the office.

74. Take appropriate disciplinary actions against RMC Open The Chief of Staff stated that the results of the

the three employees who were AWOL.

audit were correct, and that the findings noted
were inherent and did not develop during his
tenure as the chief. He stated that he had
imposed strict administrative policies against
abusing government hours and on several
occasions charged AWOL to those employees
who did not report to work. He said, however,
that unfortunately he lacked the time to com-
pletely rectify the problems because he resigned
effective November 11, 1995. He stated that
he had spoken with the incoming Chief of Staff
and discussed several recommendations,
including OPA recommendations.

Further Actions Needed

Recommendation 74 - The Chief of Staff should
provide OPA a copy of memorandum taking
appropriate disciplinary actions against the
three employees who were AWOL.
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Recommendations

Agency

to Act

Status

Agency Response/
Additional Information or Action Required

cards are available at the start of each pay
period.

75. Adjustthe leave charges of the three employ- RMC Open Recommendation 75 - The Chief of Staff should
ees by charging each of them as AWOL and provide OPA copies of the application for leave
crediting each of them regular hours or and STS evidencing that the employees were
annual/sick leave. charged leave.

76. Issue amemorandum requiring all employees RMC Open Recommendation 76 and 78 - The Chief of
to personally record their actual time-in-and- Staff should provide OPA a copy of written
out in the daily time and attendance sheet. instruction to the employees.

77. Establish procedures for documenting the RMC Open Recommendation 77 - The Chief of Staff should
calls of employees reporting leave. provide OPA a copy of the developed written

policies and procedures.

78. Instructemployees who leave the office during RMC Open
working hoursto personally log their destina- Recommendation 79 - The Chief of Staff should
tion (including purpose, time of leaving, and provide OPA a copy of the result of the discus-
time returned) in a sign-in-and-out sheet. sions with the head of other agencies.

79. Discuss with the head of other agencies the RMC Open
possibility of permanent transfer for 7
temporarily assigned employees, review its
staffing requirements, and request only the
number of FTEs actually needed by the office.

80. Take appropriate disciplinary action against SMC Open No response was received.
the timekeeper.

Further Actions Needed

81. Discontinue the practice of not charging the SMC Open Recommendation 80 - The SMC Executive
appropriate type of leave for any time-off that Director ShQU|d prowde.OPA acopy of memo-
reduces a work day to less than eight hours. randum taking appropriate disciplinary action

against the timekeeper.

82. Adqut the I?.ave charges of the two employ- SMC Open Recommendation 81 and 83 - The SMC
€es In question. Executive Director should provide OPA a copy

of written instruction to the timekeeper.

83. Require the timekeeper to ensure that time SMC Open Recommendation 82 - The SMC Executive

Director should provide OPA copies of applica-
tion for leave and STS evidencing that the
employees were charged leave.
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Agency Response/

Additional Information or Action Required

The new Mayor of Saipan responded to the
draft audit report and concurred with the
recommendations. He stated that since he took
office, the Mayor’s Office had implemented
steps necessary to monitor employees’ time and
attendance more closely. SMO is charging
employee leave for tardiness if the employee
does not work 40 hours per week and making
sure that all employees’ leave are properly
charged. With regards to adjusting the leave
charges of the three employees in question, only
Employee no. 74708 remains working at SMO,
and therefore only that employee’s time charges
would be adjusted. With regards to Recommen-
dation 87, the Mayor stated that the person
responsible is no longer working at SMO.

Further Actions Needed

Recommendation 84 - The Mayor of Saipan
should provide OPA a copy of the written
instruction to the Administrative Officer or
designee.

Recommendation 86 - The Mayor of Saipan
should provide OPA copies of the application
for leave and STS evidencing that the employees
were appropriately charged leave.

Recommendation 87 - the Mayor of Saipan
should provide OPA a copy of the documenta-
tion of the violation committed by the em-
ployee.

Agency
Recommendations to Act Status
84. Require the Administrative Officer or designee SMO Open
to exercise due care in the review of STS.
85. Discontinue the practice of not charging the SMO Closed
appropriate type of leave for any time-off that
reduces a work day to less than eight hours.
86. Adjustthe leave charges of the three employ- SMO Open
ees.
87. Investigate the person responsible for filling SMO Open
out the mechanic’s time card and impose
appropriate disciplinary action. Any action
taken in this regard should be written and
documented.
88. Take appropriate disciplinary actions against T™MO Open

the four employees who were AWOL.

The former Mayor of Tinian concurred with the
recommendations. He explained that the Park
Ranger Timekeeper correctly entered the AWOL
status for the four employees on October 2,
1995, but in preparing the summary to be sent
to the TMO, he erroneously charged the four
employees with regular hours. He provided
OPA copies of amemorandum requiring (1) the
Park Ranger Timekeeper, within 30 days, to
recoup from the employees the illegal payment;
otherwise, he would be responsible for reim-
bursing the government; (2) the timekeepers to
send to TMO a certified copy of the time sheets
of each TMO employee assigned to their
departments; and (3) all employees to log-in-
and-out when leaving the office. Further, he
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STATUS OF RECOMMENDATIONS (to individual agencies)

Agency Agency Response/

Recommendations to Act Status Additional Information or Action Required

stated that some of the employees had been
assigned to assist the other departments and
agencies on Tinian primarily to help those
departments and agencies after the issuance
of the Governor’s directive #161, which
imposed austerity measures in April 1995.

Subsequently, the new Mayor of Tinian re-
sponded to the draft audit report and concurred
with the recommendations. He stated that from
the first day of the new administration, he had
implemented a strict policy of “no work . . . no
pay”. With regards to the four employees who
were AWOL but given regular hours, he stated
that he would instruct the Administration
Division Chief to investigate the incident and
perform and if it were found that a violation
actually occurred, he would take immediate
disciplinary action against the timekeeper,
adjust the employees’ annual leave, and
thoroughly analyze the current system to develop
a control procedure which will prevent the
possibility of a repeat violation. Further, he
stated that TMO admits that some of the TMO
employees may serve a more productive and
efficient role if transferred to other government
agencies. Therefore, the Mayor’s Office intends
to develop a long-range plan to gradually
transfer personnel to various government
departments who may benefit from professional
or vocational training.

89. Adjust the leave charges of the four employ- T™MO Resolved Further Actions Needed
ees by charging each of them as AWOL and
crediting each of them regular hours. Recommendation 88 - The Mayor of Tinian

should provide OPA a copy of memorandum
taking appropriate disciplinary action against
the four employees who were AWOL.

90. Instruct employeeswho leave the office during T™MO Closed
working hours to personally log their destina-
tion (including purpose, time of leaving, and
time returned) in a sign-in-and-out sheet.

Recommendation 89 - The Mayor of Tinian
should provide OPA copies of application
for leave and STS evidencing that the employees
were charged leave.

91. Discuss with the heads of other agencies the T™MO Open
possibility of permanent transfer for 51
temporarily assigned employees, review the
Tinian Mayor's Office staffing requirements,
and request only the number of FTEs actually
needed by its office.

Recommendation 91 - The Mayor of Tinian
should provide OPA a copy of the result of the
discussions with the head of other agencies.
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STATUS OF RECOMMENDATIONS (to individual agencies)

Recommendations

Agency

to Act

Status

Agency Response/
Additional Information or Action Required

92.

Require the employee who was then on
probation to apply for sick leave hours from
the sick leave bank. However, if the employee
is not eligible, the Presiding Judge should
direct the timekeeper to charge the 23 hours
of advance comptime to LWOP.

SPRC

Closed

93.

Require all employees to punch the time clock
or maintain a document which can monitor
daily time and attendance.

SPRC

Closed

The Presiding Judge concurred with both
recommendations, and provided OPA copies
of the (1) STS showing that the employee was
charged 23 hours of annual leave; and (2) daily
time-in-and-out sheets adopted by the law
clerks.

94.

Discontinue the practice of closing the Court’s
office and granting administrative leave for
occasions which do notwarrant the charging
of administrative leave. If it is necessary,
however, to close the Court while the other
government offices remain open, there should
be a public notice issued far enough in
advance for the general public to know. The
public should not have to come to the Court
only to learn that it is closed.

SPRC

Open

95.

Initiate the update of the PSSRJ using the
CSC’s guidelines for granting administrative
leave.

SPRC

Open

No response was received.

Further Actions Needed

Recommendations 94 and 95- The Presiding
Judge should provide OPA copies of the
directives addressing the issues.

96.

Discontinue the practice of closing the Court’s
office and granting administrative leave for
occasions which do notwarrant the charging
of administrative leave. If it is necessary,
however, to close the Court while the other
government offices remain open, there should
be a public notice issued far enough in
advance for the general public to know. The
public should not have to come to the Court
only to learn that it is closed by reading a
note on the door.

SPMC

Open

97.

Initiate the update of the PSSRJ using the
CSC’s guidelines for granting administrative
leave.

SPMC

Open

No response was received.

Further Actions Needed

Recommendations 96 and 97 - The Chief
Justice should provide OPA copies of the
directives addressing the issues.
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STATUS OF RECOMMENDATIONS (to individual agencies)

Recommendations

Require the division managers and
supervisors to directly enforce and
monitor the implementation of pre-
scribed time keeping procedures requir-
ing daily clock-in-and-out.

Agency

to Act

CcucC

Status

Closed

99.

Require the division managers and
supervisors to require written justification
from employees who failed to clock-in-
and-out.

CcucC

Closed

100.

Require the division managers and
supervisors to initial all manual entries
in time cards, whether the hours were
charged to leave or not.

CcucC

Closed

101.

Require the Office of the Deputy Execu-
tive Director to review and initial the
written justification for failure to clock-in-
and-out; and

CcucC

Closed

102.

Require the Payroll Section to determine
compliance with recommendations 99,
100, and 101 before processing the
employee payroll.

CcucC

Closed

Agency Response/
Additional Information or Action Required

The CUC Chief of Administrative Services
concurred with the recommendations, and
provided OPA a copy of his memorandum to
all CUC managers and supervisors implement-
ing Recommendations 98 to 102. In addition,
the Chief also issued another memorandum
imposing disciplinary actions for employees’
failure to comply with the established clocking
procedures.

103.

Establish procedures that require the
timekeeper to ensure that time and
attendance of employees on the DTAR
is complete. For example, the time-
keeper should check the accuracy and
completeness of information on the
DTAR daily.

NMIRF

Closed

The Administrator stated that enforcement of the
procedure would be improved in a manner
consistent with the Personnel Rules and Regula-
tions and established office policies. He
provided OPA a copy of his memorandum
issued to all staff members on the new office
timekeeping policies where he emphasized strict
compliance with the policies and stated that
failure to do so would result in disciplinary
actions. The memorandum provides that
“Failure to time-in-and-out will be charged
LWOP for the pay period during which it
occurred. This means that you will not be paid
for the day or days you did not time-in-or-out.
If this event happens for three pay periods
during a calendar year, appropriate disciplinary
action will be instituted against the offending
employee."

104.

Require all timekeepers to control in-
house comptime records of employees.

NMC

Resolved

Inthe initial response of the NMC President, she
generally concurred with the recommendations
except for Recommendation 108, and did not
address Recommendation 107. In her subse-
quent response to the draft audit report, she
addressed Recommendation 107 and expressed
concurrence. However, she still expressed
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STATUS OF RECOMMENDATIONS (to individual agencies)

Recommendations

Agency

to Act

Status

Agency Response/
Additional Information or Action Required

disagreement with Recommendation 108. In the
initial response, the NMC President stated that
faculty employees have responsibilities, both in
and out of the classroom, which more than
match the equivalent of 80 hours every pay
period. NMC has charged non-faculty employ-
ees to fulfill 80 hours of work each pay period.
In her subsequent response, the NMC President
explained that the College does not intend to
use time clocks because it is an educational
institution and not a factory. She also stated that
“activities such as planning/preparing for
classes or correcting student papers - both of
which can be done at home - or conducting
laboratories, or advising and counseling
students, or attending faculty and committee
meetings, or a myriad of other normal NMC
duties performed by faculty and other profes-
sional employees of NMC militate against the
suggestion that they be required to punch atime
clock”.

105. Require both the Department Head and NMC Resolved Further Actions Needed
the timekeeper to initial any alteration
in the STS. Recommendation 104, 105, and 108 - The
NMC President should provide OPA copies of
106. Refrain from CIOSing its office and NMC Closed the written instructions to the timekeepersl
granting administrative leave for those Department Heads, and employees.
occasions which do not warrant charg-
ing administrative leave. Recommendation 107 - The NMC President
. should provide OPA a copy of the updated
107. Initiate the updgte ofthe NMC Pgrsopnel NMC Open NMC Personnel Regulations.
Regulations using the CSC’s guidelines
for granting administrative leave.
108. Require all employees to punch the time NMC Open
clock or maintain a document which can
monitor daily time and attendance.
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STATUS OF RECOMMENDATIONS (to individual agencies)

Recommendations

Require the Comptroller and/or the
Office Manager to review time sheets
and document such review by signing or
initialing. Entries in the time sheet should
be compared to time cards and applica-
tions for leave, and there should be
documentation (such as signing) to
evidence review.

Agency

to Act

NHMC

Status

Closed

110.

Recover the four hours comptime taken
by one employee by charging four hours
against his available comptime balance.

NHMC

Closed

111.

Require the timekeeper to keep the
comptime transactions posted in the
comptime record on a timely basis.

NHMC

Closed

Agency Response/
Additional Information or Action Required

The former Comptroller agreed with Recom-
mendation 109, did not address Recommenda-
tion 110, and disagreed with Recommendation
111. He stated that he reviewed payroll
spreadsheets, and that this was usually evi-
denced by marking each entry on the sheet, but
that he erroneously just missed the items in
question. He also stated that NMHC'’s regula-
tions provided that all comptime must be taken
within the next four pay periods or be lost. The
posting of other comptime to the records was
to keep track only of the hours worked by
employees and was not used for purposes of
payment since any prior to the next four pay
periods would be invalid. Subsequently, the
NMHC Corporate Director responded to the
draft audit report and concurred with Recom-
mendations 110 and 111; she also provided
OPA copies of documents to evidence enforce-
ment of the recommendations.

112.

Take steps to reverse the administrative
leave granted to CDA employees
covering two hours on November 1,
1995.

CDA

Closed

113.

Require all employees to punch the time
clock or maintain a document which can
monitor daily time and attendance.

CDA

Closed

The former Executive Director agreed with
Recommendation 112 and disagreed with
Recommendation 113. He provided OPA a
copy of his memorandum to the CDA-Finance
& Accounting Division to charge 1 hour annual
leave to employees who left the office at 3:30
p-m. as instructed by the CDA Management.
He stated, however, that he finds it very
unprofessional for OPA to insinuate that CDA
does not control the time and attendance of
employees, and that the use of time cards to
control employee time charges will be less
accurate because of power outages.

Subsequently, the CDA Acting Executive Director
responded to the draft audit report and
concurred with Recommendation113. She also
provided OPA copies of documents (e.g.,
copies of written instruction to the employees
and Daily Time and Attendance Record) to
evidence enforcement of the recommendation.
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STATUS OF RECOMMENDATIONS (to individual agencies)

Agency Agency Response/

Recommendations to Act Status Additional Information or Action Required

114. Require all employees to consistently PSS Open No response was received.
punch the time clock

Further Actions Needed

115. Stop allowing employees to manually PSS Open
time-in-and-out except in appropriate Recommendations 114, 115 and 116 - The PSS
cases (such as when the time clock is not Commissioner should provide OPA a copy of
operable or when the employee is the written instruction to the employees.

assigned to a location where no time
clock is available), which should be
justified and approved by the division
manager.

116. Instruct employees who leave the office PSS Open
during working hours to personally log
their destination (including purpose, time
of leaving, and time returned) in the
Log-In-and-Out Sheets.

Summary:
Open - 58
Resolved - 9
Closed - 49
Total - 116
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DETAILS OF FINDING A -

ABUSES IN GOVERNMENT EMPLOYEES’ TIME AND ATTENDANCE

[N

.DL
DOF - P&S

DOF -
Cus/Rev&Tax

w N

4. DLNR - DFW

a1

DCCA - CAO

6. DCCA -
Main/NAP

7.DOC - MVB

8. OMB

9. DPH - MMS

10. DPW -
Admin, etc.

11. DPW -
Sec/TSD

12. NIMO
13. RMC
14. SMC

15. SMO

16. SMO

17. TMO
18. SPRC
19. SPRC
20. SPMC
21.NMC
22. NMHC

23. CDA
TOTAL
TOTAL

Date

Inspected

11/1/95
12/22/95
12/29/95

7124195

8/16/95
12/29/95

11/1/95

12/29/95

7/12/95
11/1/95

7/5/96

11/1/95
10/2/95
12/29/95

12/29/95

6/25&26/
97

10/2/95
11/1/95
12/29/95
12/29/95
11/1/95
11/1/95

11/1/95

1-Time
Card
Falsified

(1) Erroneous Time Charges - No. of Employees ()] (©)]
Improper Improper
Admin. Overtime/
2 - Error in 3 - Error in 4 - Tardi- Leave Comptime  should be Time
Time of Time of ness not (No. of Charged Charged
Timekeeper ~ Employees  Accounted Employee)
1 AL Reg
X AL Admin
10T N/A N/A
6CT AL CT
1 AWOL AL
1 AL/SL AL/SL*
6 LWOP/AL Reg
X AL Admin
1CT N/A N/A
2CT AL CT
1 AL CL
5 LWOP/AL Reg
2 AWOL AL
1 LWOP Reg
3 AL Reg
2 AWOL AL
1 AL Reg
1 AL/SL AL/SL*
2 AL/LWOP SL
3 AWOL Reg/AL/SL
1 LWOP/AL Reg
1 SL Reg
1 AWOL/AL Reg
1 SL Reg
1 AL SL
20 LWOP/AL Reg
AWOL Reg
4 AWOL Reg
10 AL CT
AL Admin
AL Admin
X AL Admin
2 AL Reg
1 CT Reg
X AL Admin
3 25 34 6 20
63

Leave was recorded; however, no disciplinary action was given.
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Legend:

Admin - Administrative Leave (equivalent to Regular Hours)
AL - Annual Leave

AWOL - Absent Without Leave

CL - Compassionate Leave

CT - Comptime (in-house)

LWOP - Leave Without Pay

N/A - Not Applicable

Reg - Regular Hours

SL - Sick Leave
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11.
12.
13.
14.
15.
16.

17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
21.
28.
29.

.DLI
. DOF - Sec

- F&A

. DOF - Cus/

Revé&Tax

. DLNR - DFW
. DLNR - Main
. DLNR - CRMO
.DLNR - ZDO

PIO

.DCCA - CAO

. DCCA - Main
PDO

DOC - Main
OMB

CsC

DPH - MMS

DPH - Collection
Sections

DPW - Sec/TSD
NIMO
RMO
RMC
SMC
TMO
SPRC
Ccuc
NMIRF
NMC
NMHC
CDA
PSS

Date
Inspected

11/1/95
12/29/95

12/29/95

7124195
11/1/95
1/29/96
2/22/96
7/5/96
8/16/95
12/29/95
11/1/95
11/22/95
12/29/95
2/22/96
7/12/95
1/28/97

7/5/96
11/1/95
10/2/95
10/2/95
12/29/95
10/2/95
11/1/95
11/1/95
11/1/95
11/1/95
11/1/95
11/1/95
1/29/96

NO. OF INSPECTIONS

DETAILS OF FINDING B -
TIME AND ATTENDANCE NOT PROPERLY MONITORED AND DOCUMENTED

No Daily Time-In & Out

@
All Emp.

(2)
Selected
Emp.

< X X X

>

<X X X X X

17

@)

Manual
Time Even w/
Timeclock

)

Not Actual
Time

OPA

1 Appendix

Appendix E

(5) No Record of Emp.’s

@)

Whereabouts

<X X X X X X

>

<X X X X

16

(b)
Calls

()
Comptime
Balance
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COMMONWEALTH OF THE NORTHERN MARIANA ISLANDS
Pedro P Tenorio Calter Box 10007
fGavarnor Sajpan, WP GBS0
Jesus R. Sablan APR 2 4 uog fotophone: (670) 664-2200
L1, Gowernor Fax: 1670) 664-2211
Mr. Lec L. LaMotte
Public Auditor
Office of the Public Anditor

2% i, TE. Tenoric Bidg.. Middie Road
Gualo Rai, Saipan, MP 96950

Dear Mr. LaMone:
Subject: Draft Report - Audit of CNMI Government Employces’ Time and Anendance

This letter responds to your drafi audit report concermng the preliminary results of your
office’s audit of tire and attendance of CNME Government employees, Please be advised
that I will: :

1. Tssue a directive to all departments, offices, and agency heads within the
Executive Branch requiring them or their designated officials 10 thoroughly Teview
timckeeping and artendance records for acouracy and completeness Lefore signing
those documents,

2 T[ssue a directive to all departments, offices, and agency heads wrthin the
Executive Branch requiring them 1o serictly comply with the Administrative Leave
Regulations and Policies before granting administrative leave to employess; and

3 Instruct the Director of Persannel 10 review mdsting policies and procedures
and make any necessary amendments 1o ensure that the CNMI's timekeeping and
atiendance policies and procedures give proper guidance to the appointing
anthorities and their designared timekeepers in the accurate reporting of time and
anendance

Please be advised that the OPM is routinely conducting workshops on nmekeeping. 1

© would like OPM to incorporate the findings, and perhaps some “Jessons [eamed”, from
your audit into these workshops. Would you please have the anditor who was in charge
of this audit schedule a meeting with the Director of Personnel to go over that
mformation,

118  Audit of CNMI Government Employees’ Time and Attendance ! June 1998



OPA I Appendix

Appendix F
Page 2 of 2

Mr. Leo L LaMone ,
Re: Draft Report-Audit of CNMI Government Employees
Time and Attendance
Page 2

i jod that goes back to 1993, [ have
note that vour draft report covers a time peno o

f'u::mi:ia.ted :;nd appointad & number of new people to he;d t:;le p::;g:_:al dcpart;:;ms a.n-::: .
1 i ranch and am waorkag on the other iALMents need_

SEenies O the chan B anistrag don"t think that it would be productive to
d Wﬂhthed;angemadmnusﬂaﬁon,lvgn _ e

bﬂmpruna.rfdnTa " former officials of the previous admacslyﬂrwon.;c;wﬁ;?ue;; ]II ;ﬁl ;m nr:tyabk

i 1 div to me t

cabinet and the other officials who report me i . :

for time and attendance and do not want 10 S5 anything like the umek_ ?npum ration

attendance abuses detailed in your draft audit report happening dupng thus

Sincerely,

<
7D

co: Secretary of Finance
Acting Director of Parsonnel
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STATUS OF RECOMMENDATIONS (to the Office of the Governor)

Recommendations

Status

Agency Response/

Additional Information or Action Required

Issue a directive reprimanding the heads of
departments, offices, and agencies which
were found to have allowed their employees
to abuse government time. These officials
should be reminded that they should strictly
comply with CNMI Personnel Regulations on
timekeeping, leave, overtime, and comptime,
and should issue disciplinary actions against
employees who were found abusing govern-
ment time.

Office of
the
Governor

Open

Issue a directive to all the heads of depart-
ments, offices, and agencies requiring them
or their designated officials to thoroughly
review the time records for accuracy and
completeness before signing the documents.
The directive should require that evidence of
the review be documented, through check
marks or other standard means.

Office of
the
Governor

Open

Issue a directive to all the heads of depart-
ments, offices, and agencies requiring them
to strictly comply with the regulations before
granting administrative leave to employees.
Specify that administrative leave should not
be granted for parties or celebrations held on
regular working days. Emphasize that
administrative leave should not be granted
indiscriminately and that the Governor’s
approval should be obtained before granting
administrative leave for any other circum-
stances not mentioned in the regulations.

Office of
the
Governor

Open

Instruct the Office of Personnel Management
to improve timekeeping policies and proce-
dures to ensure that time and attendance of
government employees are accurately
reported. These policies and procedures
should take into consideration various
methods of monitoring time and attendance
(e.g. throughtime cards, use of “flexible time”
methods, etc...) and their applicability to a
particular agency. The policies and proce-
dures should be specific and detailed enough
so that the duties and responsibilities of each
employee, timekeeper, and top management
are clearly understood. Upon finalization, all
government offices, including autonomous
agencies should also be required to adopt
similar policies and procedures.

Office of
the
Governor

Open

The Governor generally concurred with the
recommendations, and stated that he would
issue directives to all departments, offices, and
agency heads, and the Director of Personnel to
address the recommendations. For Recommen-
dation 1, the Governor stated that since a
number of new people have been appointed
to head the departments and agencies of the
Executive Branch, it would not be productive to
reprimand former officials of the previous
administration. Instead, he would instruct his
cabinet and other officials who report directly
to him that they would be held accountable for
their employees’ time and attendance, and that
he does not want to see anything like the
timekeeping and attendance abuses detailed
in the audit report happening during this
administration.

Further Actions Needed

Recommendations 1 to 4 - Provide OPA copies
of the written instructions to the heads of the
departments, offices, and agencies, and to the
Director of Personnel.
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