TAB A SCENARIO

An audit was conducted on timecards within the command.  The command did not have adequate records to justify why significant amounts of overtime and compensatory time were worked.  The command had designated supervisory personnel who were authorized to request and approve overtime, compensatory time and work schedule changes; however, they rarely followed the established guidance.  The command did not complete DA Form 5172-Rs or internal work schedule change documentation and did not retain copies for review and audit purposes.  Consequently, there were no records of why overtime and compensatory time were granted or why some personnel worked hours different from their standard work schedule.  

Three examples of control failures:

1.  One individual worked 670.5 hours overtime in a calendar year and earned 143 hours compensatory time during the same year.  There was no supporting documentation or justification for why the overtime and compensatory time were needed.

2.  Another individual worked more than 16 hours a day on four different occasions and received overtime pay in each instance.  There was no documentation available to show the work was properly requested and approved.

3.  Two individuals worked night shifts for a total of 14 times and were entitled to night differential but there wasn’t any approval documentation to show why the work was needed. 

Auditors were unable to determine what work was done, if any.  The command had no assurances that overtime and compensatory time was only performed for essential work.  

There were two recommendations as a result of this audit:

1.  Ensure that DA Form 5172-Rs are completed, properly approved and maintained to justify overtime and compensatory time.

2.  Ensure work schedule change documents are completed and properly approved by supervisors before individuals work alternate work schedules and that the documentation is maintained to justify the changes.

The Commander implemented the recommendations by:

1.  Directing the implementation of the improved procedures for requesting, authorizing and reporting of the overtime and compensatory time.

2.  Providing specific training on the procedures during a supervisory workshop.

3.  Having auditors perform a follow-up audit six months later to ensure that the controls were implemented. 

It was determined by the auditors during the follow-up audit that every instance of overtime/compensatory time was fully documented with an approved request for overtime and compensatory time during the audited period.

Using the information in the above:

1.  Determine which of the four categories this information would fall into on the TAB A: leadership emphasis, training, execution, or major accomplishments.  

2.  Based on your selection in 1 above, write the paragraph you would use in your 

TAB A.  

TAB A EXERCISE
ANSWER:  It could fall into two categories.  

Execution:  During an internal audit, it was determined that procedures for requesting, authorizing and reporting overtime and compensatory time were not followed.  Improved procedures were immediately published and implemented; supervisors were required to attend training addressing these procedures; and supervisors will be held accountable for compliance.  Overtime and compensatory time records will be monitored regularly to eliminate abuse.

Major Accomplishments:  Expand upon “Execution” by providing more details.  Conclude with results of implementation of controls.
Title:  Command Overtime and Compensatory Time

Issue:  Internal audit determined that supervisors were not implementing controls over overtime and compensatory time.  

Accomplishment:

Obtained leadership commitment for supervisory oversight to eliminate abuse of overtime and compensatory time.

Directed immediate implementation of improved procedures for requesting, authorizing and reporting overtime and compensatory time.

Provided training addressing overtime and compensatory time procedures to all supervisors during a Supervisor’s Workshop on XX XXX 2004.  Refresher training will be conducted on a regular basis.  

Records will be monitored regularly to ensure compliance and any necessary follow-on action will be taken. 

Supervisors will be held accountable for compliance with procedures for requesting and documenting overtime and compensatory time.  

Follow-up audit revealed that every instance of overtime and compensatory time was fully documented and supervisors were in compliance with recommendations and implementing directives.  Command went from a 0 percent documentation rate to a 100 percent documentation rate within six months.  
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