United states avny, sauwidl
tchoflield Learracks, aswail 96557

Conmanding Genersl T

attention: Compiyoller
Sear Sir:

Yo hove complelbed our audit of giviliah payrolls processad
by the bnited States ~Bmy, Foweld Wodkiaw) Livilien veyroll sectlon
at fort shafrer, hwwail., i the 5,855 civilians paia by the tivilian
Feyroll beetion, & vendom Sawdle vi 0O ecaployees was selecteu fur
revigw. [faphagls wes given Lo Lthoso employes accounts with persanent
pay changes duriny the periva weoobey 25, 1570 uwhruugh Jctober &3,
ivil.

In the concuet of our audit woe (1) exsmined the sccounting and
internal Cconiiels usse Lo ensure hall |, oyrsll funciions ave beiag
discharged corvectly and in cowulicnge with the reuguircuants oi
applicable lvws ang ooowolatdoy, @) revieved porsaniel ot uns
preparved by the ivitiln jer.cooal oivisiod, ang (5 congicuered tow
internal sudit work Looforie ) Ly tne avay sudit agency durlig the
poriad dorch & Lo June 23, 1%TL.

Lith the exgeptivn of cerisin watters described below, we
foung that the sclecton trencadtions cxomimed were zonerally handled
in o satisfactory manner. Jus results of ouy review were formally
clgeussed with fhe nersers oo your sialf wpon completion ©f ouv work
on Lecember 6, 1%7l. we vove advized ab that time thset conslderation
would be given to correel he findings disclesed by our review.
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fhe Army ~udit s ency?s audit resulted in five reccmmendationsg
pertaining Lo functiens peviovues by the Livilian cayroll maciitn ana
the Civilisn revsonvel vivizien. of the time 0f ouy review, the oy
rective actions that tie Coansnd suvised would be taken had bece talen
only on ene recoomgndetlon. Correcllive action huad not been taken on
the reomaining iour gogwnienvations which velate Lo the (1) preparation
and subaisslon of i o ony Lo Loebapents (We2 jormel, (2) conversicn
of unused ¢on ensstor, Line Lo poid Cverilae, (3) resomputation of

service Computaiion deteg; snd (%) comgulation Of geverants pay.
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We alsc noted that the Civiiien Personnel Division, although
awvare of a $333.00 overpayment in severance pay singe its disclosure
by Army Audit in June, 1970, waited 17 months, until our review in
November 1971, to notify the temminated employea of his indebtedness
to the Government.,

Recemmendations

We recommend that the Command,

1. Assure that satisfactory corrective actions ave taken
in regard to the audit findings as soon as possible,

2. Assure that timely notification and colleetilon of
overpaynente are made afiey an indebledness is detected,

NEED TO IMPROVE TROCEDURES ARD

IWTERNAL CONELROLS TU FRSURE KPROPRIITY

SED ACCURACY OF SEVERANCHE eaMeiFila

Erronecusly prepared severance pay documents for three of the
four employees we rveviewed, were forwarded by the Civilian Personngl
Division to the Civilian Payroll section for payroll processing.

The Civilian Personnel Division is vesponsible for the propriety
and agcuragy of seversnce pay <omputations,

The Civilian Personnel bivision computed that one employee
was enkitled Lo 33 wecks of severance pay totaling $5,934.60, even
though this employee had previously received 22 weeks of severance
pay totaling $3,546.,40 in 1469, This resulted in an overpayment to
the employee of 3462,80, The Yroderal Personnel Manual sets forth
a 52-weck lifetime limitation on the number of weeks an employee
¢an receive severante payv, Thevelore, the Civilian Personnel
Division should have limited the employee to 30 weeks of sgeverence

paYya

The ingorrect computations for the other employees scourred
becauss the Civilian keysonnel Division credited move service to
one employee then he was entitled to and erroncously computed the
weekly severance pay ontitlement for the othex employee.

The procedures and controls for severance pay used by the
Civilian Personnel Divislon ere not adequate to ensure the propriety
and accuracy of seversace payments. Detailled operating instruections
to ensure proper computations and procedures for independent vexifi-
catlion of each entitlement have not been developed to minimize the
posaibility of ervors.
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The types of errors being made indicate that the personnel
are elther careless or are inadequately trained in computing
severange payments in accordance with appliecable vegulations,

For example, for the employee that was overpaid, all the documane
tation related to the previous severance payments was in the
personnel folder.

The Awmy Audit Apengy in their review found a 35 percent
error rate in severance pay and recommended an independent verifie
cation of computations and the preparation of detailed operating
instruetions, The Command estsblished a checklist covering the
computation of severance pay in July, Lv¥70.

We believe that the checkiist could be useful iIn computing
geverance pay, however, we found that it was not always used and
it requires unnecessary computations to determine the amount af
entitlement,

Recommendations

Because of the significant number of errors being made by
the Civilian Personnel Division, we recommend that,

i. 4ll severance payments made by USARIAW since Januavy 1,
1968 ba recomputed to determine their propriety and
gceuracy, (Uuy last audit covered the period ending
Becember 31, 1%87.)

2. 4 tyeining progyam be eonducted for personnel responsible
for making severance pay computbations.

3. Guidelines and proceduves be developed to assist
personnel in gompuiing severance pay.

4, Provisicns be estabvlished requiving independent verification
of all severance puy entitlements.

5. 7The second poge of the cheeklist bs revised to require the
use of the tables iu the lederal pPevsonnel Manual on service
and age fgcectors to preclude unnecessary manual computations,

NEFD TO IMUROVE PRUCTRUR RS 10
ENSURE TLOMLY LAY IL ul oaY
INCREABLS AND £RG T RS .Vel, OF
TERMINATID THPLOYIELE RLLOADS
YROM _THE PAYROLL

The late processing of withinegrade increases and employee
texrmination actions by the Civilian Personnsl Division is resulting
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in (1) employees receiving pay inecreases subsequent to the proper
pay perviod and (2) employees® recovds remaining on the payroll after
terminatlon,

Fersonnel actions for five of 20 employess reviewed were sent
to the Civilian Fayroll Section after the effective date of the
within-grade incresses. This requived the Civilian Payroll Section
to adjust the employees® pay records and make retroactive payment
to the employees involved.

We also noted that employee texmination actions were received
in the Civilian Payroll Section as late as five menths after the
employees had cesscd cmployment. Although the Civilian Payvoll
Section can stop paying these employees based on time and attendance
repoxts, it cannot vemove their vecords from the payroll until a
personnel action is received,

Civillan Yersonnel officials informed us that the personnel
actions were not being processad in a timely manner because of
workload requirements and/or problems in obtaining the necessary
input documentation frzom the employee’s organizational unit.

Reconnendation

Since it was not within the scepe of our audit ¢to evaluate the
effectiveness of civillan personnel management, we recommend that
the Command evaluate this problem and take appropriate steps to
ensure that personnel actions ave prosessed in a timely mannez.

ERRONEOUS PAYMENT OF PRIMIUM VoY

The Civilian Payrcll Section did noteredit one employee with
eight hours of Junday premium pay which vesulted in 2 $11.12 undeyxe
payment. We brought this matter to the attention of the Chief of
the Civilian Payroll Section and action wae taken to pay the
employee.

& copy of this letter report is being sent to the District
Managex, Pacific Distriet, Uniced States Army Audit Agency, fox
his information. An additional copy of this report is furnished
for enclosure with those audited records, that do not include
severance pay, when they arve shipped to the Federal Records Center
for permanent filing.

We wish to acknowledge the courtesies and cooperation
extended to cur representatives duviag the review,
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We would appreciate veceiving your written ¢omments on
these matters and your advice of any action taken or proposed.
4l80, we would be pleased to discuss these matters with you or
youy rvepresentatives at your comvenience.

Sincerely yours,

(G osredy € Roman

C. Roman
Birector

Cees
District Manager, U.S.
Army Audit Agency
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