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UNITED STATES GENERAL ACCOUNTING OFFICE

REGIONAL OFFICE
9226 FEDERAL BUILDING, SIXTH AND ARCH STREETS
PHILADELPHIA, PENNSYLVANIA 19106 .

July 24, 1974 09314

TN

oroner semos - Biskop ORI

Commanding Officer
Jefferson Proving Cround
itadison, Indiana 47250

Dear Colonel Bishop:

e have comnpleted our review of the Test, Evaluation,
Analysis and llanagcnent Unifornity Plan (TRAII-UP) system for
processing civilian payroll and leave allowances at the
Jefferson Provingy Ground (JPG). his review uvas part of an
overall review of civilian pay activities at Departuent of
Defense installetions. The review covered the period
August 35, 1960 through llay 18, 1874.

Our examination¥of payroll transactions and persomnncl
actions was directed toward an evaluation of the adequacy and
effcctiveness of the TEAYM-UP civilian pay and lecave systom,
including internal controls., V¥e revicewed the TEANM-UP systen
design and documentation at the Test and Lvaluation Command
(TECO!) prior to the start of our review at JPG.

e found wealnesses in the desien of the TEAM-UP payroll
and lecve systen which we will renort to TECO .. Ve discusscd
sone of these wealnesses with JPG officials. llowever, the
chanres or corrcctive actions wenuired are the responsibility
of TECOM,
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internal control weancsses which are the responsibility
¢iscussed below. These matters were discussed with
als both durinc the review and at the exit conference.
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1. The Civilian Personnel Division does not have control
over tue source documents forwarded te the mavroll activity.
Accordincly, the Division does not have adcouate assurance that
only authorized chantes are wmade to the pay records. Control
over these documents is needed to insure the accuracy of changes
entered into the mechanized svstem. This control is prescribed
by the GAO Policy and Procedures i‘anual for Guidance of Federal
Agencies (6 GAOD 15.2).

Uncer TEAM-UP, new Time and Attendance Reports are distributed

to timekeepers each pay period by the Civilian Pay Branch. This
procedure presents an added problem since civilian nersonncel docu-
ments are not being controlled, -

1g to TECOI that a control over chancge
actions be added to the systen. lowever, until such tire as this
} stern cnange is rmade, we recomnend you use the llaster Update
eport to verliy changes and that an organization other than the
Civilian Pay Branch be wresponsible for the distribution of new
ime and Attendance Zcports.
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2. The key punching of Tire and Attendance Teports is
not being mechanically verified by key punch operators, The
iaportance of inwvt coatrol cannot be stressed too strongly as
no data processing systen can producc accurate results if the

M 1

basic data upen which it works is incomwlete or inaccurate,
Ye recornend that you rovwir“ the nechnaivical verification of
all Tiwme and Attendance leports.

3. TEAIT-UP Stancdard Operating Procedures for Time and
Attendance/Labor Distribution chortiw“ ﬂquire supcrvisors to
monitor the attendanca of thoir ennloye and inform the tinc-

keepers as to the prover entrecs to be made on the Time and
Attendance Renorts. llovever, the suvervisors arc not required
to review any Time and Attendance leports except for the time-
keeners. lie belicve greater control would result if supcrvisors
were required to revicw all Tiwe and Attendance Reports for
completencss and accuracy anl were required to initial the

cards as cvidence of such revieiw. This separation of dutices

is prescribod in the GAG Policy and Procedurcs lianual for
Guidance of Tedcral Ageincies (6 GAD (3)).
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4, Payroll Control Registers (DD Form 589%9), Lecave Control
Registers (DA Form 2597), and the U.S. Savings Sond Control
(DD Form 716) are not being maintained as required by AR 57-105
and TRAN-UP Standard Operating Procedures. 1In a nechanized pay
systen, manual control records are cssential to insurc the
accuracy of pay and lcave transactions. JPGC should waintain
all threce of these control documents.

5. The Civilian Pay Branch is not, in all cases, verifying
that Sunday and night di! f“““hblﬂl charges arc supported by
approved work schedules. The iudortance of this verification
is highlichtced by the fact that under TEA [-UP the naster cunloyce
records do not contain enployeec shift codes; con soquently, cnployeces
arce naid in accordance with whatever shift code is cntered on
the Time and Atterdance DReport. Tiae Civilian Pay DBranch was
notificd of this natter and corrective action was prouised.

6. The Federal Personncl “‘anual vrovides that general
schedule ennloyees regularly assigned to work bctxucn the
hours of 6:00 p.r. anda 6:00 a.in. shoula bo paid night differen-
tial for wneriods of loave which total leo than 2 Lou; during
the pay period. e exarined onec pay ulocu wviich as general
schedvle ewslovees regularly assisned to night work and found
that dvring the one pay neriod evanined, onc incorrectly coded
leave chargs was madoe. Corrective action wvas promiscd by the
Civilian Pay Branch.

7. lLxanination of enployecs vho charged military lecave
durins 1973 disclosad several instances of missing docuncutation.
JPG recgulations provide that the Civilian Pay DBranch is to
reccive a copy of nilitary orders vrior to an cuployce's joing
on lecave and cvildeace of performance upon his return. Of seven
cascs of leave exanined, orders were missing in one instance
and evidence of performance was missing in two instances. The
TEA' -UP systenm also has a nechanizeod control which linits wilitary
lcave charces to 15 days annually. llowever, for thc control to
function pronerly the Civilian Pay PBranch nust take action to
chartce enuloyces with military leoave for non-work days occurring
during the periods of leave. 0Nf five cases cxanined wherce manual
inout would have been annronriate, action as such had only been
taken in three instances. The Civilian Pay DBranch wust take action
to insurc that all renquired documentation is recelved and pronerly
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apnroved, and that all nor-vor™ davs ocenrring during neriods of
leave are entered into the mechanized system, A central file for
nilitary leave docurentation is not beins maintained., We recom-
nend, for control purposcs, that such a file be cstablished and
maintained in the Civilian Pay Branch.

8. Examination of emulovees who charced court lcave during
1073 disclosed several instances of missing documentation. JPG
reculations s»ecify that the Civilian Pay Branch is to reccive a
copy of the court order or suamons prior to an enployee's ¢oing
on leave and a covry of a certificate of attendance upon his return.
0f scven cascs of court leave examined, five court orders and
three certificates of attendance were not on file. Also, we
found that the Civilian Pay Branch is notifving the Teller in
the Pisbursing Section of persons charging court leave so that
court fecs can be col]ecﬁod. There is no procedure for these
sections to coordinate to insurc that all collections arc made.
To inprove court ],uV° controls we recommend that a central
file be estahlistod within the Civilian Pay branch for the wmain-
tenance of covrt docuventation and a proccdure be adopted so
that jury fee collections nade by the Teller are reported to
the Civilian Fay Brancu.

9. JPG wasge hoard canloyces receiving "retained® pay are
not being grﬂrtnd waco rate incrcasces as r~ﬁu1vco by tae ncu
Federal ‘larc ,stﬁ“ wilch becawe c¢ffective in lovember 1072,

e were advisced of this matter by the JPG Civilian Personnel
Division, and were inforved thot JPG just recently detected its
error. ‘The Cilviliar Personnel D'ivision was unable to provide us
with an estiuate of the total dollar effect of this crror. ilow-
ever, we were informed that acticen is cur rbntly being taken to
corrcct the situation.

)..n.

We would avnnrccilate receiving your comments on the status
of corrective action talen or planned on the matters contained
in this renort. In accoriawcL vith the General Accounting Office
Policy and Procedurces iianual for CGuidance of Fecderal Agencies,
Title O, Chanter 5, the payroll records covering all periods
tarough lay 138, 1C74, may b2 transfcrred to the Federal Records
Center.
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