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FOLLOW-UP AUDIT REPORT #AlSoo8F - THE AUDITOR GENERAL'S PAYROLL
AND PERSONNEL PROCESSES AT SELECTED STATE AGENCIES, OPERATIONAL
AUDIT, REPORT # 2oL4-r84

The Bureau of Internal Audit performed a follow-up audit to the Auditor General's Payroll and
Personnel Processes, Operational Audit, Report # 2o18-r84, issued in April 2oL4. The objectives of
the follow-up were to determine if corrective actions were taken on reported audit findings and
whether the actions taken should correct the findings identified in the original report. The scope of
th-e- foJlow-up consisted of obtaining from the Office of Human Resources a written response ilong
with documentation of corrective action taken to implement the audit recommendations. Audit staff
has evaluated the follgw-up responses and found the Office of Human Resources is taking steps to
address Finding r, which warrants further follow-up. As for Findings z through 4, the Office of
Human Resources has taken steps to address the findings and no further follow-up is warranted.
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BACKGROUND

Florida's State Government had r6t,648 established positions at June 30, zorz, and
t6r,4og established positions at June 3tl, 2otg. State employees are included in a
variety of different and autonomous personnel systems each having its own set of rules
and regulations, collective bargaining agreements, and wage and benefits packages. The
largest of the six primary State Government personnel systems, the State Personnel
System (SPS), comprises 3z State agencies and other entities with the executive and
legislative branches of State Government.

While the various State agencies have personnel management responsibilities related to
their agencies' employees, the Department of Management Services (DMS), Division of
Human Resource Management, is responsible for developing and supporting the State's
overall human resource infrastructure. 

_ 
Responsibilities of the DMS include managing

the SPS, Florida Retirement System, and State group insurance.

People First, a Web-based, self service personnel information system, is utilized by
e_mPloyees,_ managers, human resource professionals, and retirees to manage most of
the State's human resource functions. The DMS is the functional owner of People First,
but the self-service functionality of the system is at the State agency and State employee
level.

The Department of Financial Serwices (DFS), Division of Accounting and Auditing,
Bureau of State Payrolls (BOSP), is responsible for certain centralized payroll functioni
such as paylng State employees, remitting tax and retirement co-ntributions and
withholdings to administrating agencies, maintaining the Florida Accounting
Information Resources Srrbs_ystem (FLAIR) Payroll Component records, and auditin[
tfe SQtg agencies'-payroll-related processes. State agencies are responsible for ensurin!
that all time records and rate of pay information are entered in People First.

In April 2or4, the Office of the Auditor General published Report * zor4-r84, payroll
and Personnel Processes at Selected state Agencies, operational Audit.

OBJECTI\rES

The follow-up objectives were to determine:
. if corrective actions were taken on reported audit findings; and
. whether the actions taken should correct the findings in the original audit report.
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SCOPEAND METHODOLOGY

A request was made to the Office of Human Resources for a written response along with
documentation of conective action taken to implement the audit recommendations.

RESULTS OF FOLLO\M.UP

Finding No. 1: State agencies did not always perform, or document ttre
performance of, audits of unused leave balances prior to calculating leave
payouts or maintain evidence that leave payouts were appropriately
authorized. Additionally, errors were noted in some leave payouts.

Reeornntendqtiont State agency manatement ensure that appropriate records are
maintained to demonstrate that all leave payments are properly authorized and
lccurately _calculated and that leave audits are appropriately performed and
documented for all employee leave payouts.

Managetnettt's Original Response: Leaue audits ere the contrqcntal
responsibility of Peoplg first, who hoc deueloped aleaue qudit reportfor agencA use to
tytiq[U t\is responsibility. In response to the preuious aidit,-the -Depirtment
deueloped_hocedure 208.067, *(Jnused Leaue Payout", to ensure leaue dudits are
performed. Ar process does not require printing the leaue audit report because it is
too_Iarge to p_rint and maintain in a personnel file. To address this'audit, procedure
zo8.o6t uill be amended to outline a process for doqtmenting a leaue auilit has been
perforryed. Additio_nally, the Department wiII add a reuieutei signature to form DCz-
8o4t, *Employee I'eaue- Disposition ChecHist', to satisfu as -euidence 

appropriate
manag ement appr ou al for unused leau e pay outs.

Managetnettt's Follou:-Up Re_sponse: hocedure 2o8.o6t, *(Jnused. Leque payout,
ha1_b9en ypdgted to require that a leaue audit is performed. and. documinted.
fd(itignallg,.the 

*Employee Leaue Disposition Checklisi", bcz-8o47, rDes updated. to
include a reuiew er / approu er sig natur e line.

Butequ oI_ lnterryo,l 4u4it Comtnents: The Office of Human Resources is taking
{eps to address the finding. hocedure zo8.o6i, (Jnused Leaue payout,' and rt
'Employee Leaue 

-Disposition Checklist, DCz--8o47' are in reuiew f6r the updates
referenced in the follou-up response. Once ftnalized, the action tatcin should. iorrect
the ftnding in the original report. nr'therfolLrutp is nrcwy @rdutillb wnfind-

Finding No. z: Som_e State agencies had not established adequate policies
and procedures related to du{_ ernployment that effectiveiy p"'"*"t.t
compliance with State law. Additionally, _State agencies did t bt 

"m.y"docurnent that dual_ernplo5rment *as p"operly apprJved in accordan." *iih
the requirements of state law, DMS rules, and other guidelines.

Recommendation: State agency management establish appropriate procedures that
prgvide f9. the proper submittal .and approval of dual Jmployment requests.
Additionally, State agencies utilize available dull employment reports to ensure that the
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dual employment activities of all applicable personnel have received appropriate
consideration in accordance with State law, DMS rules, and other guidelines.

Manta,gentertt's Original Response; The Department utilizes DMS DuaI
Employment Guideknes_andforlts; houteuer, in response to this audit ute uill deuelop
a procedure based on these guidelines. Direction and instnrction wiII be prouided lo
Personnel staffregarding dual employment reports located in the Report 

-Oistribution

System (RDS) in FI'AIR. Houteuer, it must be noted that these reports prouide linle
assistance due to the extraneous inforrnationthey eontain.

Manag_entetrt's Follou:-up response: PayroII staff hque been instnrcted to
routinely-reui9t1t RDS__rengrts from FIAIR to identifu employees that mag be dualty
employed. Additignqlly, the PersonnelAction Requesi (PAR) Form, DCz-8i9,hss beei
updated to include dual employment information that can be obiained ufron hire to
cssdst tttith identifAing employees that may be dually employed. 7he Sipplemental
Application u)as alsg yndated to no!{U_ the employee-thdt it is the'6^pto,Uir;i
responsibility to notifu the Department if they are ernployedby another state agency.

Bure u oflnterno,l-Aurdit Cotnrmrents: The Office of Human Resources has taken
s{eps_ to address lhe fn!!ng. Bated on the documentation reuieued, the action taien
should eoneet the ftnding in the original report; therefore, no jttto ftll*t-rp-inrcffiru.

Finding No. 3: st"Ig age1cy and DFS processes and procedures for salary
reissuances should be enhanced to avoid overpaymerits to third p""ti"" i"i
miscellaneous pgst-tax deductions. Additionally, State agencils did notalways timely initiate efforts to collect from ttii"a pa"tiei-overypalrments
made as a result of canceled salarypa5rments.

Recommendation: DFS provide specific guidance to State agencies regarding the
methods available to prevent oveqpaymenis of miscellaneous- post-tax deductions
related to salary p_ayment reissuances. Additionally, DACS, DCF; and DOC establish
policies and procedures reg rding salary payment cancellatioor u.rd reissuances and the
recovery of overpayments from thirg parties and that the DMS update its policier 

""dpr,ocedures to address monitoring t\e recovery of overpayments. Also, Stite agencies
take appropriate steps to ensure the timely recovery of oveipayments of State funds.

Managetnettt's Original Response: In-the past the Department relied upon the
Bureau of State Pagrolls (BOSP) manual for detailed instntction reoarding'i"A;;U
processes. The Department will otyg a Personnel Information Memoiandui C'ptfiiiiiprouide guidance 

_to our payro! offices regarding ialary parment cancellations and
reissuances, and the recouery of ouerpaymintsfrom thiril paities.

Mona_ggntettt's rgllgw-yn respotute: on Febnrcry 7, 2ot4, guidance u)asprouided to our, Regional PqaroII. tloff regarding {he"ctaAfiiaion oy tolory
cancellations and 3'd partu uendor reimbursements. 6t april 

"5,2or4, 
tn" i"r"ii if

State Payrolls issued DFSBP 14-oS entitled *Preuention 
ond Reciuery "juX""it"iioriPost-Tax Deduction Ouerpayments.' This prouiled spegific guidaic6 regardin; th"

methods auailable to preuent ouerpaymeits of misiellaniu, port-tax deductzons
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related to salary paAment reissuances. The Department previously established
miscellaneous deduction code of S8S - DOC Recouery of State Funds qnd has began
using the code as aresult of this audit.

Bure u of Intento,l Audit Cotntnents: The Office of Human Resources has talcen
sfeps to address the ftnding. Based on the documentation reuieuted, the action talcen
should conect the finding in the original report; therefore, no furthu follautry is
rtwwu.

Finding No. 4. State agencies did not always document, upon the
employees' separation from State employment, ttre return of State-owned
property iterns assigned to employees.

Recommendation: State agency management take steps to ensure that forms
designed to document the return of all State-owned property by separating employees
are utilized during the out processing of employees.

Mclnc,gentettt's Original Respoinses The Department will work with manqgers
and superuisors fo sfress the importance of documenting the return of all State-ouned
property and comptlying with Procedttre 2o8.o29, "separation Processfor Terminated
Employees Procedure'.

Mantc'gernettt's Follow-ttp Response: The Bureau of Personnel utorked uith the
Office of Institufibns to update Procedure 6oz.o49, *Correctional Officer Unifurm
Requirements', to ensure proper completion, collection, and documentation of the
return of Department issuedproperty upon an employee's separation.

Bureu of Intental Audit Comrnents: The Ofce of Human Resources has ta.ken
steps to address the finding. Based on the documentation reuieuted, the action taken
should correct the finding in the original report; therefore, no ftnthn follw-rry is
nwwru.

This follow-np qrlilt ryq cnn&tcted in wordane with the Intqnational Stan&rds for Professional Practie of Internal
Auditing as. published by the hr's;tintte -of Internal,Auditors. This follow-up audit was conduaed by Kimdly ,toner',
Professional A@untant Supruisr, ond superuised bg Paul R. Stri&Iand. Pleas address rhquiries reguding this treport to
PquI R. Swi&land, Chief InternalAuditor, at (8So) ZtZi4o8.


