CITY OF

FORT LAUDERDALE

City Auditor’s Office

Memorandum No: 20/21-09
Date:  September 9, 2021
To: Honorable Mayor and Commissioners

From: John Herbst, CPA, CGFO, CGMA
City Auditor

Re: Continuous Monitoring of Overtime — Public Works Department

Due to the COVID-19 pandemic and other emergencies, the risk for adverse occurrence increases
in both impact and likelihood in the utilization of overtime hours. Between January 1, 2020 and
March 31, 2020, a significant amount of the City’s overtime paid was recorded by the Police and
Public Works departments. Accordingly, we performed a limited scope audit of overtime for these
two departments. This Memo focuses on overtime within the Public Works Department (PBS); a
separate Memo was previously issued for the Police Department.

Conclusion

The CAO found that all overtime hours were approved and payments materially reconciled to
timekeeping records. However, we identified internal control weaknesses, described in Findings
1 — 3. We consider our Findings to be internal control “significant deficiencies,” as outlined
under the Methodology section, which precluded us from reaching a meaningful conclusion on
the existence and appropriateness of approvals. As a result of a weak internal control
environment, there is a potential for overpayment of overtime.

In addition, as noted in the attached Exhibit 1 there are some instances of PBS workers
receiving overtime equal to approximately 50% or more of their base pay that we believe merits
further review by management.

Background

The Public Works Department’s overtime hours, as a percentage of the City’s overtime hours,
remained the second highest among all departments with an increase in FY2020 (see table for OT
actuals at FYE):

Year City PBS % of City
FY2017 $ 12,819,373 | S 2,862,889 22%
FY2018 S 11,852,997 | S 2,881,767 24%
FY2019 $ 13,553,219 | $ 2,543,646 19%
$
$

FY2020 S 13,870,110 2,964,637 21%
Total $ 52,095,699 11,252,939 22%
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PBS developed a Basic Workweek and Overtime Policy (Policy #PW 1001) that was last revised
in September 2018 and details the overtime request and approval process. The policy’s process

aligns with, and defers as supplemental to, the City’s overtime requirements in the Policy and
Standards Manual (PSM 6.32.1).

PBS uses Kronos to record overtime hours and approvals, as well as, uses spreadsheets to log
justifications and approvals.

Scope and Objectives

The limited scope audit focused on the most dollars earned and the most overtime hours incurred
by employees between January 1, 2020 and March 31, 2020. The purpose of the audit was to
evaluate the existence and appropriateness of approvals (signoffs) within the timekeeping system
(Kronos) and accuracy of payments in the payroll system (Cyborg).

The engagement involved obtaining an understanding of internal controls over the overtime
approval and payment processes, assessing internal control design adequacy and effectiveness, and
determining any substantive exceptions.

Methodology

The CAO conducted its assessment of internal controls using the May 2013 updated Internal
Control—Integrated Framework established by The Committee of Sponsoring Organizations of
the Treadway Commission (COSO). The framework defines internal control, describes the
components of internal control and underlying principles, and provides direction for all levels of
management in designing and implementing internal control and assessing its effectiveness. The
five components of the COSO framework are: control environment, risk assessment, control
activities, information and communication, and monitoring activities.

To meet our scope and objectives, we obtained an understanding of overtime approval and
payment processes within PBS by reviewing its departmental Basic Workweek and Overtime
Policy (Policy #PW 1001), inquiring of City personnel (PBS, IT, Payroll, Finance), performing
data analysis, and inspecting documentation. Kronos time records for the sample were reconciled
to the Cyborg payroll system to determine the accuracy of pay with timekeeping, and overtime
pay was independently recalculated. In addition, we reviewed section 6.32.1 of the City’s PSM on
Reporting of Overtime Worked to Policy #PW 1001 to ensure there were no contradictions
between the policies as it relates to overtime management.

We have identified three Findings during the audit. A Finding results from a failure to comply with
policies and procedures, rules, regulations, contracts, and fundamental internal control practices.

A finding is categorized as a “deficiency,” a “significant deficiency” or a “material
weakness” as defined below:

o A deficiency in internal control over compliance exists when the design or operation of a
control over compliance does not allow management or employees, in the normal course of
performing their assigned functions, to prevent, or detect and correct, noncompliance on a
timely basis.
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o A significant deficiency in internal control over compliance is a deficiency, or a combination
of deficiencies, in internal control over compliance that is less severe than a material
weakness in internal control over compliance, yet important enough to merit attention by
those charged with governance.

o A material weakness in internal control over compliance is a deficiency, or combination of
deficiencies, in internal control over compliance, such that there is a reasonable possibility
that material noncompliance will not be prevented, or detected and corrected, on a timely
basis.

This limited scope audit was conducted in accordance with generally accepted government
auditing standards. These standards require that we plan and perform the review to obtain
sufficient, appropriate evidence to provide a reasonable basis for our conclusions based on our
objectives. We believe that the evidence obtained provides a reasonable basis for our conclusions
based on our objectives.

Findings

1.

While both the PSM and the departmental policy (PW#1001) requires pre-approvals for
overtime hours, we did not find evidence of this within or outside of the Kronos time-
keeping system.

Recommendation: The CAO recommends that the Public Works Department implement
a documented pre-approval process as required by the PSM and PW #1001. We also
recommend that the City updates the PSM to reflect “unforeseen” overtime.

Management Response:
In Response to the findings and recommendations extracted below, Public Works will be
taking the following actions:

e Add language to the internal Basic Workweek and Overtime Policy allowing for
verbal approval of overtime, when necessary (e.g., field work requiring office
supervisor approval), written approval would follow.

e Inform Human Resources of the concerns with the Citywide PSM.

e C(Create internal controls in the form of an internal procedure, form, and database for
requesting, approving, and tracking overtime.

o The form will at a minimum meet the requirements of form J-224 referenced
in the findings.

We noted that the Kronos system is not capable of recording justification for overtime, as
required by the PSM. However, the PSM provides an alternative to record overtime details
utilizing form J-224 - “Overtime Authorization Form.” This form is not utilized by PBS.
Rather, several PBS supervisors developed their own spreadsheets for overtime tracking.
Reviewing the six spreadsheets provided, we found the following internal control
weaknesses:

a. The spreadsheets were incomplete. 11 out of the sample of 23 (48%) had no
approval support.

b. The spreadsheets only record total overtime hours, while form J-224 requires
regular and overtime beginning and ending times to clearly demonstrate when
overtime occurred.
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c. The spreadsheets do not require approver signatures and dates, while form J-224
requires all forms to be signed and dated by the approver.

d. The spreadsheets record the location and task/event for the overtime, while form J-
224 also requires “reason overtime was required” to be documented.

Recommendation: The CAO recommends that a standardized method of tracking
overtime be implemented. At the minimum, documentation should mirror the requirements
on form J-224. Such as details on the beginning and end of overtime hours, the reasoning
for the overtime, the approving supervisor, and the date of approval.

Management Response:
In Response to the findings and recommendations extracted below, Public Works will be
taking the following actions:
e Create internal controls in the form of an internal procedure, form, and database for
requesting, approving, and tracking overtime.
o The form will at a minimum meet the requirements of form J-224 referenced
in the findings.

. From the sample of PBS high overtime earners, 15 out of 30 (50%), Kronos approvers did

not match the worker’s named supervisor per the PBS organizational chart.

Recommendation: The CAO recommends ensuring that Kronos approvers are in line with
the PBS organizational chart.

Management Response:
In Response to the findings and recommendations extracted below, Public Works will be
taking the following actions:
e Add language to the internal Basic Workweek and Overtime Policy to clarify who
is authorized to approve overtime.
e Review organizational charts to ensure supervisors are accurate.

Attachments:

Exhibit 1 — Top 30 Employees with Most Overtime Incurred (FY 2Q2020)
Exhibit 2 — Basic Workweek and Overtime Policy (Policy #PW 1001)

Exhibit 3 — Policy and Standards Manual 6.32.1 — Reporting of Overtime Worked
Exhibit 4 — Management Response

CC:

Chris Lagerbloom, City Manager

Greg Chavarria, Assistant City Manager

Tarlesha Smith, Assistant City Manager

Talal Abi-Karam, Interim Director of Public Works
Alain E. Boileau, City Attorney

Jeff Modarelli, City Clerk
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Exhibit 1 - Top 30 Employees with Most Overtime Incurred (FY 202020)

Sample | DEPARMENT | Highest OT Dollars Total OT for Base Pay (as of
it Earned and/or Hours | FY2020 10/1/2020)
Incurred (20Q2020)
il PBES S 36,346.24 $73,537.17 $80,382.90
2 PBES S 30,506.79 $69,056.37 §71,041.88
3 POL S 25,363.37 554,079.79 $97,926.40
4 PBES S 21,837.14 §57,197.34 $61,500.80
5 PBES 5 21,088.78 $53,500.26 $62,816.00
6 POL s 20,125.23 564,284.33 569,451.20
7 PBES 5 19,323.21 $37,535.29 $68,827.20
8 POL S 18,758.78 544,874.41 $97,926.40
] POL 5 18,435.51 545,528.40 5115,460.80
10 PBES S 18,306.54 $30,901.62 $64,529.14
11 PBES 447.25 $49,855.25 $57,033.60
12 POL 385 526,947.04 548,734.40
13 PBES 394.5 $31,899.26 $52,208.00
14 PBES 337.5 $11,893.70 $40,556.36
15 PBES 329,25 $18,837.79 $45,676.80
16 PBES 328.25 $23,534.03 $54,038.40
17 PBES 322 $35,104.21 $73,465.60
18 POL 321,75 §22,513.52 548,734.40
19 PBES 316.25 $22,547.39 $53,393.60
20 PBES 308.5 $19,715.44 $42,390.40
21 PBES 304 $29,584.80 $51,459.20
22 PBES 297.75 $41,332.87 $51.459.20
23 POL 293 553,801.28 577,792.00
24 PBES 293 $16,146.83 $69,784.00
25 PBES 284,25 $21,862.78 $64,313.60
26 PBES 281.25 $38,439.85 $62,816.00
27 PBES 276.75 $30,123.81 $50,689.60
28 PBES 274 $25,912.98 $59,675.20
29 PBES 267.75 $18,118.14 $47,049.60
30 PBES 263.75 $38,003.97 $57,990.40
09/09/2021
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Exhibit 2 - Basic Workweek and Overtime Policy (Policy #PW 1001)

| i’urpnse |

The purpose of the Basic Werkweek and Overtime Policy 15 to define the basic workooreek and
provide gaidalines for distributing, fracking, and declming overtime work.

| Policy |

Bazic Workweeak:

1. Writh the exception of continuous operations and programs, sactions, or work units where an
altermate schaduls has been deemed necessarv', the hasic workwaek shall consist of five (3)
consecutive eight (8) hour workdays".

Contimuons operations 15 amy program, section, or work wmit, which operates on a zaven (7]

day a week, 24 hour a day basis’.

# Tha normal workwesk for Commumty Bulders, whe are m a contmuous operation, shall
consist of five (3) eight (8) hour day=, which may not be consecutive’.

b

3. Alternate schedules, 1f deemead necezzary for operations or dazirabls, may be mmplemented for
an mdrviduzl or an entire program, zection, or work unit, according to the terms of currant
labor agreements and personnel rules, with the zpproval of the appropriate Aszistant Public
Works Director.
¢ Tha Public Weorks Director must be mformed of any approved altemats scheduls.
¢ Altarnate schedules must result m full-time Commumty Bulders working a total of 30

hours within a two week pay period.

4. There shall be no split shifts".

LN
'

All Public Works Community Builders (hourly and =alanad) are to have an established start
and end time for sach day within their workwask”.

¢ With the excepton of shift work, the establizhed sztart and end tmme zhould enzure
Commumity Builders are working during cors buziness hours from 004N to 3:00PML
howsver, alternate start and end tmes, if deemed necessarvy or desirzble, may be
mplemented for an mmdrviduzl or an entire program, section, or work unit, according to the
terms of current labor agreements and personnel rules, with the approval of the appropriate
Azzigtant Public Works Directar.

¢ Ttis the responsibuility of each supervizor to ensure their direct reportz are adherning to their
mmdividual scheduls.
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6. It 1= the rezponzibibity of each Commumty Bulder to commumnicate any vanzanes from their
astablishad work schedula and to seek approval from ther supervizor, if they desire or require
a temporary or permanant changa to their scheduled work hours m advance of tha change.
¢ Bupervisors mav approve changes to schaduled work hours, at thewr diseretion, in
consideration of operational impacts.

Overtime:
1. All authorized and approved’ work performed by “Fair Labor Standards Act (FLSA)
nonexempt” (hourky) Commumity Builders m execesz of forty (400 hours in any one workowreek
shall be considered as overtime and shall be paid at the overfime rate of one and one-half (1-
1) times the Community Builder’s razular hourly rate of pav or zhall be accrusd as
compensatory time at one and cne-half (1-1/2) times the overtime hours worked” .
¢ Tha choirs of compenzatory fime off or overtime pay zhall be at the Community Buildar’s
dizcretion, unless that compensatory time off would interfare with operational needs or
thera are insufficient fimds to pay overtime' .

¢ It 1z the supervizor's responzibility to inform 2 Commumity Buildsr schedulad to perform
ovaertime work if compensatory time cannot be offared or thers are insufficient funds to
pay overtime.

2. All overtime must be approved by the Commumity Builder's immediate suparvisor prior to the

Community Buldar begmmning an overhme sheft.

¢ If a3 Commumty Bulder 1z unabla to reach their supervizor, they must sesk and obtain
approval from ther acting supervizor, their supervizor’s dalegate (delegation must be in
writing]), or their superviser’'s supervizor.

¢  Community Buillder's clocking m sarly or clocking out late without their supervisor’s
permizsion will not ke considered to have weorked approved overtime and may ba subject
to progressive dizciplinary action.

¢  Commumrty Bulders shouwld notfy their suparvizor as early as poszibla if they can
reasonably anticipate that overtime may be ragmrad.

3. Overtime opportunitiss will be distnbuted agmtably among Comomumty Bulders m the same
job clazsification, within their programs, sections, or work units, az far as the nature of the
work permits'".
¢ If a Commumty Builder declimesz an opportunty for overtime, the time they were offered

will be counted as overtime worked for equalization purposes, not for payment purposes' '

4. If 2 Community Builder velunteers for overtime wark or 15 mandated to work an overtime
assignment, they must report to work as if reporting for a regularly scheduled workday'”.

Page 2 of 5 Approvad by: P
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3. In non-emergency situations, no more than 16 hours mav be worked by an mdividual
Comumunrty Builder 1m a 24 hour panod, without prior approval from the appropriate A =zistant
Public Works Director.

# In operational emergency situations, as declared by the appropriate Azziztant Public Works
Director, all shift limits will be zuzpendad.

6. ANYFLEA ewampt” (salaried) Commumity Bulders are expactad to work whatever reasonahbla
hours in exeess of 40-hours per week that are required to fulfill their position rezponzibilities
without additional companzation.

#¥¥#%Pleaze note that thiz internal policy 1= meant to supplement, not superseds, any existing City
Policy, Personnel Eunles, or labor agreement.

' Teamsters Ceontract Peo 27 Article 27 Section 1 =tates “If the City desires to change the normal workwesk, it skall
provide written notice to the union of its mient Upon receipt of the notice, the mmion shall bavs five (3) calendar days
within which to reguest bargaming. If bargzining 13 requested, the parties agree to bargain over the City's
proposed change for a period of no more than thirty (300 calendar day: from the date of the reguest. Ifam
impazze 13 reached, the Cify may implement the change within ten {100 calendar days. However, such change shall
be subject fo the resuliz of the impasze resolution procedurs. If no timely request for bargainmg is made by the
umion, the Cify may implement the change no earlier than thimy (300 calendar days fom the date of itz notice.
Emplovees may elect to work hours, days, mnd workweeks pursuant to the prowvizioms of the Cify's Flexible
Working Arranzemsnt mitiative in accordance with its ferms.”

* Perspansl Bule: Pg. 41 Eule X, Saction | stzfes “The city menager shall estzblish bours of wark which insofar as
practicable shall be uniform within ocoupational proups, which shall be determined in accordance with the needs of
the service, and which shall take mto accmms the reazonable needs of the public wiho may be reguired to do buzine:s
with varipus city departments.

Teamsters Conmact Pz, 1T Amicle 21 Bection 1 states “With the egception of contimapus operation: and refuse
collection actwvities, the nommal workweek shall comsist of five (3) consecutive eight (B) howr workdays amd
forty (40 howsz per week which may be miermopted by an unpard hmch period The normal workweek shall
conzist of forfy (40) hours; however the pamie:, by nurboal agresment, may agree to work schedale: in spacific waork
umits that may vary from 'ﬂ'.'IE nommal five (3) consecutive day, sight () hours per day workwesk

Fazderation of Public Employvess Contract Bg. 17 Aricle 12, Section 1 states “The workwesk shall be determmed by
the Diepariment Director or dezignes in accordance with the provisions of Aricle 12, I-.!Innagar.ant Rights of this
Agreement. The standard werkweek for bargaming unit employess conzists of forty (40) howrs.”

* Teameters Comtract Pg. 22 Article 12 Saction 1 =tates “For pu:p-:-!-=-_ of this Agreameut. cantinnoe: aperation 13 any
division which pperates on 2 seven (7) day a week, twventy-four (14) hour basiz "
Federation, Perscanel Pules and PSM are zilsnt an thiz issue

* Tezmsters Coniact Pg 22 Amicle 21 Section | states “The normal workwssk for emplovess coversd by this
Agreement who are in a coniimoous operaiion shall consist of sight (2) hoars per day and forty (40) hours per week.

- -

Poge 3of &
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It iz understond that m comtinuens operations the workweek shall not necezzanly coasist of five (3} consecotive
workdays"

Federation, Personnel Pules and P ars zilent on thiz issue
* Teamsters Contract Pg. 23 Articls 22 Section 5 sfates “Thers shall be po aplit shifts.”

A zplit shift is 2 workmg shift comprizing of two o more separate periods of duty within a single day (e g First shift
B:00AM-12:00PM and zecond shift 4:00FM to B:DIPAL)

" The only mention of start or end times occurs in PEM 6.2.4. Attendance Policy, where it references reparting to work
after a starting time and calling in prior to starting fme.

" PEM 6.22 1 Reparting of Overtime Warkad stated “Prior ta working ary ovartise, employess must raceive approval
from their immediate superviser. Where practicabls, employees muest receive written approval prior to working
avertime.”

" Perspumel Fuale: Pz, 41 Fule 30, Section 1 states “Public necessity of an oocazional nature may requirs rezsonabls
overtime on the part of cify employes:. Employee: who work over stipulated howrs whenever necessity demands
additional service of am occasional papare shall be ...um]:em-ated at the overtiime 1ate or given compensatory time off
in accordance with and zobject to the provisions of Section 2-12.§ of the Pay Plan.

Teamsters Contract Pg. 12 Article 17 Section 2 states "All athorized and approved work performed in emcess of forty
(40 hourz in any one workwesk shall be considered 23 overtime and shall be paid (onless the employes is
gramted Compensatary time off) at the overimme rate of one and ome-half (1-172) tmes the employes's regular,
hourly rate of pay. Compsnsatory time 2 time sarned at ons 2nd one-half (1-172) times the overiime hoer: worked
Iy an employes ™

Federation of Public Employees Contract Pg. 17 Article 12, Section 1 states “All bargaining unit employees are
cxpecied to work whatsver reazonable hours in emcess of 40- hours per wezk that are required to fulfill their positton
razponsibilities without additional compenzation.™

* Teamsters Comtract Pg. 22 Article 27 Section 2 states “The choice of compensatory time off o1 overtime pay shall
be at the smployes’s option unless that compensatory time off would mierfers with the operational needs of the
department irvalved or there ars imsufficient funds to pay overtime. Accreed wnezed compenzatory time off may not
cxucesd forty (40) hours. Omes the forty (400 hours compensatory fime magimom accroal has been reached,
employes: reguired to work in excess of forty (40) hours in a desiznated workwesk shall be paid overtime at the fime
2nd one-half mte. Accroed compensatory time nmazt be uzed within six (§) months of the accreal date or shall be paid
2t the applicable overtims rate of pay.”

" Teamsters Contract Pg. 23 Article 22 Saction 4 state: “Emplovess may be reguired to wark evertime 22 scheduled.
Orvertims will be distributed eguitzbly among employess in their particolar job classification, in thelr orzanizational
umits, (Le. major shop areas, depariment, shift, section, etc) as far 23 the natre of the work permit:.  Although
temporary imbalance: in the distribution of overtime may ocour, pothing m this Section shall be consoued as
2lleviating the contipumg intent of deparimental manazement to distribuie overtime fairly and equitably ower
2n exptended period of time Deparmental management will mairfain overtime record: and will make =such
information availabls to 2 Union reprezentative upon request.”

" Teamsters Contract P, 23 Articls 27 Section 7 stzfes “An smploves declming evertime shall be credited with
fhaofveriine worked WWMMgﬁE@HﬁWE for egqualization purposes. Emplovees
may be pazsed over mT:l':ﬂErTu :uIﬁpE'r mﬁ'eqﬂﬁﬁﬂﬁiﬁ%ﬁ:mw = Mo Folcias ans

Carieng
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" Teamsters Comtract Pz, 23 Article 22 Section 7 states “If an employvee wohmteers for owertime work or is
mandated to work an cvertime asziznment, he'she must report to work as if reporiing on 2 regularly :cheduled

Faihare to zo repart will result in appropriate disciplinary action.™

workday.
Page 5o ol Bang, ICK A-C Bl Warks Dingcho
blc W arks’y S horedCabine s, P ublkc: Wi olciss and
Puibdic: Works - Caneralh,1 - Polcy
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Exhibit 3 - Policy and Standards Manual 6.32.1 — Reporting of Overtime Worked

6 3z 1 1

SIC ST FACR

H

CITY OF FORT LAUDERDALE DATE ISSUED:

09-25-06

POLICY and
STANDARDS MANUAL | szerzon:

CHAPTEH:

EMPLOYEE RELATIONS AND WELFARE 5

REPORTING OF OVERTIME WORKED

ad

STUBJECT: GCENERAL POLICY AND PROCEDUREES 1

PURPOSE

to change

To =xplain the procedures that s=mployeess muos=st follow when owvertime= hours are

worked, and o en=sure that all owvertime i= promptly reported =o that
employees are paid timely for all overtime worked or credited with the properx
amount of compensatory [(“comp) Gime. The prompt recozding of overtime
worked 4ims zregquired so that departsments can adeguately monitor overtsims
expenditures on an on—going basis. Procedure=s £for esarning overtimes ar=
contained in the individnal bargaining agresmsnts._ This policy i= not meant

those requirements.

s

COVERAGE This policy
Lauderdale per the provisions of the Falr Labor Standards Act (FLSA}. These
employees are commonly referred to a8 hourly-pald employees - they recelwve
gither cash overtime or comp time for hours worked beyond thelr normal
workweek [usually 40 hours).

applies ko all “nonexempt® employeses of the City of Fort

cowear all

Employe=s
immediate

[SGcantron,

CoImnoD TomE

for theas

— - 1
process; 2]
IEqulrement

POLICY Prior o working any overtime, =mployesss must receive approval from their
immediate supervisor. Where practicable, e=mployeess mpust receive WwWritten
approval prior to working overtime. It i=s each supervi=or's responsibility
to ensurs that £ funds are av

ilable in their department budget o

overtime =xpensss, and that all overtime is justifiad and properly

documented

ma

=t =ubmit the appropriate timekesping documentation +to their

sup=rvi=or at the e=nd of the work day/shift during which the

orertime was worked. Form J-224 (=ee attachment] will be used to document
orertime worked unles= the department uses an automated timekesping =ystem

Erono=s, etc.). It is each =uperrvisor’'=s responsibkility to train

their employees regarding +the =£following: 1) the oversime pre—approva
the documentation required for cvertime hours worksd; and 2) the

Supervisors
documentation =submitted by their =mploye=es and %o tim=ly approve/di=approve
thi=s docomentation =o that the payment of the cash overtime or crediting of

during which the overtime was worked. IAFE union personnel assigned So a

calculation purposes). Except in entraordinary cizcumstances, overtime= pay

that all overtime documsntation must be submitted for supervisory

approval in a timely manner.

{including acting supervisor=s)] are requirsd to review orertims

included in the pay check issusd for the bi-weekly pay period

i 28—

hour workweek schedole are on a 2Zl-day work cycle (for overtime pay

I employees should be included ZIn the paycheck Immediatel

following completion of the Zl-day work cycle.

09/09/2021
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PEM 6.32.1.2
D5-25-06

In the event there are any contradictions between these procedures and any

= iqn | ¥

provision(as]l of a labor agreems=nt, the labor agresment will control.

Please contact your department’s timekssper with any guestions. For
guestion=s that cannot be re=solved at the department level, contact s=ither the
Classi

ication and Compensation Manager or Fersonnel Records Specialist in
the Human Bescurces Department.

09/09/2021
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Lppendix I P3M €.32.1.3

CITY OF FORT LAUDERDALE, FLORIDA
OVERTIME AUTHORIZATION FORM

CASH “COMP” TIME

EMPLOYEE NAME:

EMPLOYEE #:
DATE OVERTIME WAS WORKED:

REGULAR WORK SHIFT HOURS: AMIMPM - AMIP.M.
[from) [circie) [tex) {cancie)
| UNCH PERIOD: AMPM.- AMIP.M.
{from) {cincde) (in) {cincie)
NUMBER OF OVERTIME HOURS WORKED:
OVERTIME WAS WORKED: AMIPM.- AM/PM.
{from] [cincle) (bl [circle]

REASON OVERTIME WAS REQUIRED:

MY SIGNATURE BELOW CONFIRMS THAT THE ABOVE IS A COMPLETE AND
ACCURATE RECORD OF THE HOURS | WORKED FOR THE LISTED TIME PERICD. |
UNDERSTAND THAT WILLFULLY PROVIDING FALSE PAYROLL INFORMATION MAY
SUBJECT ME TO DISCIPLINARY ACTION UP TO AND INCLUDING DISMISSAL.

EMPLOYEE'S
SIGNATURE: DATE:
APPROVED BY: DATE:
SUPERVISOR'S NAMEMOB TITLE
FORM J-224
09/09/2021 Page 13 of 15
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Exhibit 4 — Management Response

From: Jazon Snifeld

Tao: Maria Pamyi

Co: John Herbet: Baj Verma: Tald Abi-Karam
Subjects RE: OT Audit Management Resgonses
Date: Wadnesday, June 30, 2021 1:49:45 PM
Attachments: i

imaged0] ong
memo 20-21.04 OT monitoring V3 DRAFT.doct

Good afternoon Maria,

Thank you for reaching out and taking the time to speak with me vesterday. Public Works has
reviewed the findings in the attached and concurs with the findings. Staff will be worling to address
them over the next few months.

In Response to the findings and recommendations extracted below, Public Works will be taking the
following actions:

* Add language to the internal Basic Worloweek and Overtime Policy allowing for verbal
approval of overtime when necessary (e.g field work requining office supervisor
approval), written approval would follow (Finding #1).

o Inform Human Resources of the concerns with the Citywide PSM (Finding #1).

s (Create internal controls in the form of an intemal procedure, form, and database for
requesting, approving, and fracking overtime (Findings #1 and #2).

o The form will at a mininmm meet the requirements of form J-224 referenced in
the findings.

s Add language to the internal Basic Workoweek and Overtime Policy to clanfy who is
authorized to approve overtime (Finding #3).

s Review organizational charts fo ensure supervisors are accurate (Finding #3).

City Aunditor’s Office — Findings and Recommendations:

1. While both the PSM and the departmental policy (PW#1001) requires pre-approvals for
overtime hours, we did not find evidence of this within or outside of the Kronos time-
keeping systen.

Recommendation: The CAO recommends that the Public Works Department
implement a documented pre-approval process as required by the PSM and PW #1001.
We also recommend that the City updates the PSM to reflect “unforeseen”™ overtime.

2 We noted that the Kronos system 15 not capable of recording justification for overtime,
as required by the PSM. However, the PSM provides an alternative to record overtime
details utilizing form J-224 - “Overtime Authorization Form.™ This form 1s not utilized
by PBS. Rather. several PBS supervisors developed their own spreadsheets for overtime
tracking. Reviewing the six spreadsheets provided. we found the following internal
control weaknesses:

a. The spreadsheets were incomplete. 11 out of the sample of 23 (48%) had no
approval support.

b. The spreadsheets only record fotal overtime hours, while form J-224 requires
regular and overtime beginning and ending times to clearly demonstrate when
overtime occurred.
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C. The spreadsheets do not require approver signatures and dates, while form J-224
requires all forms to be signed and dated by the approver.

d. The spreadsheets record the location and task/event for the overtime, while form
J-224 also requires “reason overtime was required” to be documented.

Recommendation: The CAQO recommends that a standardized method of tracking
overtime be implemented At the mimmmum, documentation should mimror the
requirements on form J-224. Such as details on the beginming and end of overtime
hours, the reasoning for the overtime, the approving supervisor. and the date of
approval.

3. From the sample of PBS high overtime earners, 15 out of 30 (50%), Eronos approvers
did not match the worker’s named supervisor per the PBS organizational chart.

Recommendation: The CAO recommends ensuring that Kronos approvers are in line
with the PBS organizational chart.

Kind regards,

Jason Snifeld. MPA

Semior Assistant to the Director — Public Works
City of Fort Landerdale
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