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I n  most instances agencies acted t o  correct errors brought t o  t h e i r  I I 

at tent ion by GAO. I I 

The Assistant Secretary of Defense, Comptroller, stated that  each I I 

m i  1 i t a r y  department would ensure establishment and maintenance of I I 

adequate controls t o  i d e n t i f y  c l e r i c a l  errors and would ensure also I 

the a v a i l a b i l i t y  o f  administrative regulations and instruct ions. I n  
addit ion, the Assistant Secretary informed GAO tha t  i t  was the De- l 

partment's opinion tha t  greater automation o f  c i v i l i a n  pay and leave i 
accounting, together wi th  the above-mentioned actions , would provide ; 
an acceptable long-tern so lut ion to the problems. The Assistant Sec- ; 
retary and the m i l i t a r y  services also informed (;A0 that, because I I 

t h e i r  audi t  resources were l imited, t h e i r  audi t  e f f o r t  was generally ; 
directed i n t o  areas offer ing the greatest potent ia l  return. Time f o r  : 
audi t  o f  c i w i l i a n  pay and leave must compete wi th  the demands f o r  audit  ; 
i n  other areas. GAO concurs i n  t h i s  posit ion, provided that, over a I I 

reasonable period a1 1 important areas o f  a c t i v i t y  recei we adequate I I 

cons i d e r a t i  on e 

I 
I 

I 
I 
I 

The Assistant Secretary (Cmptrol l e r )  should maintain close sur- 
weillance over the progress attained i n  improving c le r i ca l  accuracy I I 

i n  leave accounting, whether such accounting i s  performed manually or ; 
by computer. I I 

Agency in ternal  audit  groups s h ~ u l d  increase emphasis on leave account- 
ing  i n  making payro l l  and leave audits. I I 

I 
I 
I 
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(See pp. 16 and 17.) 
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COMPTROLLER G E N E W ' S  
REPORT TO THE CONGRESS 

NEED FOR IMPROVED ACCOUNTING FOR CIVILIAN 
EMPLOYEES' LEAVES OF ABSENCE I N  THE 
MILITARY DEPARTMENTS B-152073 

D I G E S T  ------ 
WHY TBE REVIEW WAS MADE 

General Accounting Office (GAQ) reviews of ci v i 1  ian payroll records of 
selected military organizations i n  Uashington, D.C. , and i ts  vicinity 
disclosed sizable errors i n  employees' leave o f  absence records. Con- 
sequently, GAO extended i ts  review beyond the Washington area t o  i n-  
clude selected m i  3 i tary organizations throughout the contiguous United 
States. 

FINDINGS AND CONCLUSIONS 

On the basis o f  tes ts  of records selected a t  28 organizations, GAO 
estimated that the annual monetary value of the errors for the 28 in-  
stal lat ions was $493,000. These errors included instances i n  which' 
the civilian employees had been given more leave (valued a t  $353,500) 
than they were entitled t o  and instances i n  which the errors had de- 
prived the employees of leave (valued a t  8139,500) that they had 
earned. 

GAO believes that the errors noted can be attributed primarily to  
management's fai lure to  establish and operate an effective system for 
ident i fy ing and correcting clerical errors. A contributory cause, i n  
some instances, was the failure to  maintain a complete f i l e  of the 
administrative regulations and instructions governing civilian employ- 
ees' leave. 

GAO also found that there was a need for increased emphasis on reviews 
o f  leave administration by the Amy A u d i t  Agency and the Navy Area 
Audi t  Service, as well as by local administrative review groups i n  the 
Army and Navy, because their audits gave very l imited attention t o  
leave records and thus d id  not disclose the need for improved accuracy 
i n  leave records. (See p. 1 4 . )  

RECOMMENDATIONS OR SUGGESTIOW 

GAO suggested t o  the Secretary o f  Defense that: 

I 

I 

--A method be established for identification of clerical eprors. 

--Payroll offices be provided with-the instructions needed t o  prop- 
erly administer laws and regulations applicable t o  employees' 
1 eave . 

--Internal audi t  of leave be intensified. 
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NEED FOR IMPROVED ACCOUNTING FOR CIYXLIAN 
EMPLOYEES' LEAVES OF ABSENCE I N  THE 
MILITARY DEPARTMENTS B-152093 

General Account$ ng Office (MO) reviews of ci vi 1 fan payroll records o f  
selected mi1ltar.y organizations in Uashington, DOC. , and its vicinity 
disclosed sizable errors in employees' leave o f  absence records. Con- 
sequently, GAO extended its review beyond the Washington area to in- 
clude selected mi 3 5 tary organizations throughout the contiguous United 
States 0 

On the basis o f  tests of records selected at 28 organizations, MQ 
estimated t h a t  the annual monetary value of the errors POP' the 28 in- 
stallations was $493,000, These errors included instances in which. 
the civilian employees had been given more leave (valued at $353,500) 
than they were entitled to and instances in which the errors had de- 
prived the employees o f  leawe (valued at $139,500) tha t  they had 
earned * 

GAQ believes that t h e  errors noted can be attributed primarily to 
management's failure to establish and operate an effective system for 
i denti fy i  ng and correcti ng c1 eri cal errors A contri butsry cause in 
some Instancesp was the failure t o  maintain a complete file of the 
administrative regulations and instructions governing civilian mgloy- 
eesl leave. 

680 also Poland tha t  there was a need for increased emphasis on reviews 
o f  leawe administration by the Army Audit Agency and the Navy Area 
Audit Serviceo as well as by local administrative review g r ~ u p s  in the 
A n q y  and Navy, because their audits gave very limited attention t o  
leave records and thus did not disclose the need for improved accuracy 
in leave records. (See p. 14.) 

RECOW#DATIOIVS OR SUGGEST60111S 

M0 suggested to the Secretary o f  Defense that: 

--A method be established f ~ r  identjfication o f  clerical err~rs.  

--Bayt"o88 offices be provided with -the instructions needed t o  prop- 
erly administer 9aws and regulations applicable t o  employees8 
l eave * 

--Platema1 audi t  of leave be intensified. 



AGENCY ACTIONS 

I n  most instances agencies acted t o  cor rect  e r ro rs  brought t o  t h e i r  
a t ten t ion  by GAO. 

The. Assistant  Secretary o f  Defense Comptrollers stated t ha t  each 
m i  1 i t a r y  department would ensure establ  ishment and maintenance o f  
adequate cont ro ls  t o  i d e n t i f y  c l e r i c a l  er rors  and would ensure also 
the a v a i l a b i l i t y  o f  administrat ive regulat ions and ins t ruct ions.  I n  
addit ion, the Assistant  Secretary informed GAO t h a t  i t was the De- 
partment's opinion t ha t  greater automation o f  c i v i l i a n  pay and leave 
accounting, together with the above-mentioned actions, would provide 
an acceptable long-term so lu t ion t o  the problems. The Assistant  Sec- 
re ta ry  and the m i l i t a r y  services also informed GAO that ,  because 
t h e i r  aud i t  resources were l im i ted ,  t h e i r  aud i t  e f f o r t  was general ly  
d i rected i n t o  areas o f f e r i n g  the greatest po ten t ia l  return. Time f o r  
aud i t  o f  c i v i l i a n  pay and leave must compete w i t h  the demands f o r  aud i t  
i n  other areas. GAO concurs i n  t h i s  posi t ion,  provided that ,  over a 
reasonable period, a l l  important areas o f  a c t i v i t y  receive adequate 
cons i deration. 

ISSUES FOR FURTHER CONSIDERATIOiY 

The Assistant  Secretary (Comptroller) should maintain close sur- 
ve i  1 lance over the progress at ta ined i n  improving c l e r i c a l  accuracy 
i n  leave accounting, whether such accounting i s  performed manually o r  
by computer. 

Agency i n te rna l  aud i t  groups should increase emphasis on leave account- 
i ng  i n  making payro l l  and leave audits. (See pp. 16 and 17.) 

LEGISLATIVE PROPOSALS 

None. 
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INTRODUCTION 

The General Accounting Office has made a review of t he  
accounting records maintained of leaves of absence earned 
and used by c i v i l i a n  employees a t  se lected organizat ions of 
t he  Department of Defense. The review w a s  made pursuant t o  
t he  Budget and Accounting Act, 1921  (31 U . S . C .  531, and the  
Accounting and Auditing Act of 1950 (31 U . S . C .  67). 

The review w a s  o r ig ina l ly  undertaken as a const i tuent  
p a r t  of regu la r ly  scheduled aud i t s  of c i v i l i a n  payro l l s  and 
r e l a t e d  t ransac t ions  of se lec ted mi l i t a ry  organizat ions i n  
t h e  Washington area. After these  reviews disclosed s izab le  
e r r o r s  i n  records of employees' leaves of absence, w e  ex- 
panded our review t o  include m i l i t a r y  organizat ions through- 
out  t he  contiguous United S t a t e s ,  t o  determine whether the  
lack of accuracy i n  these  records was widespread. 

The f i r s t  phase of our review took place during 1965 
and 1966 and involved examination, on a se l ec t ive  bas i s ,  of 
the  records f o r  the  preceding leave year of 13 organizat ions 
i n  the  Washington area. O f  these  13 organizat ions,  1 2  were 
paid cen t r a l l y  by the  Navy Finance Center, Washington; how- 
ever, the  records of employees' leaves of absence were main- 
ta ined separa te ly  by each organizat ion,  

The second phase of our review w a s  conducted i n  f i s c a l  
years  1967 and 1968 and involved examination of se lec ted 
leave of absence records fo r  leave year 1966 a t  15 other  De-  
fense organizations. O f  these  15 organizat ions,  s i x  were 
Army, f i v e  Navy, and four A i r  Force organizat ions.  

Our examination involved review of t he  records t o  as- 
c e r t a i n  whether they were mathematically co r r ec t ,  accu- 
r a t e l y  kept ,  and maintained i n  accordance with per t inen t  
laws and regulat ions.  

BACKGROUND 

T i t l e  5 of t he  United States Code, which cod i f i e s  t he  
laws r e l a t i n g  t o  the  organizat ion of t he  Government of the  
United States and t o  its c i v i l i a n  officers and employees, 
contains t he  bas ic  p o l i c i e s  regula t ing,  among o ther  th ings ,  
attendance and leave. Under t h i s  t i t l e ,  the  U . S .  C iv i l  
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Service  Commission has  been given t h e  a u t h o r i t y  t o  es tab-  
lish t h e  rules and r e g u l a t i o n s  necessary f o r  implementing 
t h i s  l e g i s l a t i o n .  Accordingly, chapter  630 of t h e  Fed- 
eral  Personnel Manual, promulgated by t h e  Civi l  Service 
Commission, e s t a b l i s h e s  t h e  r e g u l a t i o n s  governing leaves of  
absence f o r  c i v i l i a n  employees. I n  t u r n ,  each of t h e  armed 
services has  i ssued  i t s  own i n s t r u c t i o n s  implementing t h e s e  
r egu la t ions .  These i n s t r u c t i o n s  are f u r t h e r  de l inea ted  and 
explained i n  manuals i ssued  by each of t h e  l o c a l  organiza-  
t i o n s .  

The types  of leaves of absence with which t h i s  re- 
p o r t  i s  concerned are descr ibed below. 

1. Annual leave. An approved absence with pay, t o  
a l low an employee an annual vaca t ion  per iod  and 
t i m e  o f f  f o r  personal  and emergency purposes. 
C i v i l i a n  employees ea rn  13, 20, o r  26 days of  an- 
nual  leave a yea r ,  depending upon the number of 
years t h e  ind iv idua l  has  spent i n  Government ser- 
vice. 

2. Sick leave. An author ized  absence with pay granted  
t o  an employee who i s  incapac i t a t ed  f o r  t h e  per for-  
mance of duty because of  s i ckness ,  i n j u r y ,  preg- 
nancy, and confinement and f o r  medical,  d e n t a l ,  o r  
o p t i c a l  examination o r  t reatment .  
ees ea rn  s i c k  leave a t  t h e  rate of  13 days a year .  
With proper  admin i s t r a t ive  approval ,  employees may 
be advanced up t o  30 days of s i c k  leave. Such ad- 
vances may be subsequently l i q u i d a t e d  by appl ica-  
t i o n  of s i c k  leave earned a f t e r  t h e  employee r e t u r n s  
t o  duty.  

C i v i l i a n  employ- 

3.  Mil i ta ry  leave. An author ized  absence, without 
charge to annual leave o r  l o s s  of pay, granted t o  an 
employee f o r  each day, but not  more than  15 days i n  
any ca lendar  yea r ,  on which he i s  on active duty  o r  
i s  engaged i n  f i e l d  o r  coas t  defense t r a i n i n g  as a 
reservist of  t h e  armed f o r c e s  o r  as a member of t h e  
Nat ional  Guard. 

4 .  Court leave. An author ized  absence, without charge 
t o  annual leave o r  l o s s  of pay, granted  t o  an 



employee f o r  j u ry  duty o r  f o r  at tending cour t  i n  a 
nonoff ic ia l  capacity as a witness on behalf of t he  
United S t a t e s  o r  of t he  Government of t h e  D i s t r i c t  
of Columbia. 

5. Leave without pay. An authorized absence from duty, 
which i s  granted upon an employee's request  and f o r  
which t h e  employee does not receive pay. 

The bas ic  workweek of most c i v i l i a n  employees cons i s t s  
of 40 hours--five 8-hour working days. 
purposes, however, t he  year i s  divided i n t o  biweekly pay 
periods,  and leave i s  accrued on the  bas i s  of t he  complete 
pay periods. The two primary records f o r  recording and con- 
t r o l l i n g  attendance and leaves of absence are the  t i m e  and 
attendance repor t  and the  leave record. 

For pay and leave 

The t i m e  and attendance r epo r t s ,  which may be i n  the  
form of d a i l y ,  weekly, o r  biweekly records,  are control led  
by timekeepers i n  the  employees' respect ive  work areas and 
are c e r t i f i e d  as t o  correctness by the  employees' supervi- 
sors  o r  designated representa t ives .  
warded t o  t he  payrol l  sect ions where the  leave records are 
maintained and become the  source documents f o r  post ing any 
leave taken t o  the  employees' leave records,  The payrol l  
sec t ions  are responsible fo r  maintaining the  leave records 
on a current  bas i s  and for ensuring t h a t  accruals  and de- 
ductions are proper and i n  accordance with the  regula t ions  
and organization po l i c i e s .  

These records are for-  

The type of leave records maintained a t  the  various 
organizat ions d i f f e r ,  depending upon the  s ize  of t he  orga- 
n iza t ion  and t h e  type of system i n  use. A t  some of t he  
organizat ions,  t he  records are posted manually; a t  o thers ,  
t h e  information on the  time and attendance records i s  key- 
punched onto cards f o r  machine post ing;  a t  s t i l l  o the r s ,  
the  leave records are maintained on an automated bas i s .  
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FINDINGS .&%I RECOMMENDATIONS 

NEED FOR BFTTER ADMINISTRATIVE CONTROLS OVER 
CIVILIAN PlPLOYEES' LEAVE OF ABSENCE RECORDS 

In the majority of the Department of Defense organiza- 
tions at which we made reviews, the administrative controls 
over civilian employees' leave of absence records were not 
adequate for ensuring clerical accuracy or compliance with 
applicable laws. On the basis of our tests, we estimate 
that these organizations annually averaged about 14,800 er- 
rors with a monetary value of about $493,000. We performed 
our tests at 28 organizations which constituted only a small 
but a representative part of the more than 400 Department of 
Defense organizations in the United States that maintain 
such records. Thus it seems probable that the total of such 
errors on a Department-wide basis would be many times that 
disclosed by our review. 

The preponderance of errors occurred because of various 
types of clerical inaccuracies on the part of the payroll ' 

clerks. Other errors resulted from a lack of understanding 
of the leave regulations. We believe that the errors noted 
can be primarily attributed to management's failure to es- 
tablish and operate an effective system for identifying and 
correcting clerical errors. A contributory cause, in some 
instances, was the failure to maintain a complete file of 
administrative regulations and instructions. 

Details of our findings are presented below. 

Need for accuracy in 
maintenance of leave records 

Proper payment to employees for services rendered re- 
quires accuracy in keeping records of employees' leave and 
in applying the pertinent laws and regulations. 

The standards for maintaining records and applying Lgws 
and regulations are contained in the GAO Policy and Proce- 
dures Manual for the Guidance of Federal Agencies. It is 
inherent in these standards that a high degree of accuracy 
be attained in controlling leave and other matters affect- 
ing compensation paid to employees. 



Errors in either recordkeeping or applying laws and 
regulations can lead to both overpayments and underpayments 
of salaries. Even when such errors are later found and cor- 
rected, employees who have been overpaid may be subjected to 
financial hardships by having to refund the amounts they were 
overpaid and this, in turn, may create serious morale prob- 
lems. Accordingly, maintenance of accurate leave records and 
correct application of pertinent laws and regulations in the 
administration of employees' leave are important parts of 
good employee relations and merit concern as a part of the 
agency's stewardship over the funds made available by the 
Congress. 

Summary of errors in leave administration 

During our review, we found errors in practically all 
types of transactions relating to leave at most of the orga- 
nizations we visited. On the basis of the results of our 
review, we estimated the rate and dollar value of errors for 
all civilian employees of the organizations reviewed. 
results, actual and estimated, are summarized below. 

The 

Description 

Leave year 1964 :  

Leave year 1965 :  
One Navy organization 

12 organizations in the 
Washington area 

Leave year 1966:  
15 organizations located 
throughout the contiguous 
United States 16,900 328,000 

Monetary value of errors 
Estimated for 
all civilian 

Errors employees for 
disclosed a year at 
by our organizations 
tests reviewed 

$ 1 ,400  $ 36,000 

14 ,500  129 , 000 

Total $32,800 $493,000 

O u r  review was made on a test basis with the size of our 
sample determined from the number of civilian employees in 
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the organization and the number considered necessary to pro- 
vide a reasonable basis for estimating the extent of the er- 
rors at the organizations reviewed. 

The ratios of the estimated annual amount of errors and 
the actual errors on which the estimates were based were not 
uniform for the organizations reviewed because the size of 
the sample differed from organization to organization. The 
size of the sample, for the most part, involved review of 
the leave records of 4 to 10 percent of the civilian employ- 
ees of the organization for a year and a verification of the 
leaves of absence shown on the time and attendance reports 
for a l l  employees for one pay period during the year. The 
records reviewed were selected at random. A schedule of 
leave errors by organization is presented as appendix I. 

The errors involved instances in which the employees 
were given more leave than they were entitled to and in- 
stances in which the errors deprived the employees of leave 
they had earned. The total errors 

Errors which deprived employ- 
ees of leave they had earned 

Errors which gave employees 
more leave than they were 
entitled to 

Total 

were as follows: 

Estimated 
Actual annual 
monetary monetary 
value value 

$ 8,000 $139,500 

24,800 353,500 

$32,800 $493,000 

A l l  the errors noted during our review were called to 
the attention of organization personnel who, in most in- 
stances, either took or initiated corrective action during 
our review. 

The errors disclosed by our review primarily involved 
clerical inaccuracies and, to a minor extent, noncompliance 
with leave regulations as summarized below. 
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Tyge 
Percent 
of total 

Clerical inaccuracies 92% 
8 Noncompliance with leave regulations - 

Total 

Each of these types of errors is discussed separately 
below. 

Clerical inaccuracies 

Our examination of selected civilian employees' atten- 
dance and leave records disclosed clerical inaccuracies at 
all but two of the organizations we reviewed. The inaccu- 
racies noted were of many different types, such as simple 
arithmetical errors on time and attendance reports and leave 
records, failure to post leave earned and used, and incor- 
rect transfers of leave from one record to another. 

Noncompliance with leave regulations 

In general, we found that the personnel at the organi- 
zations we visited were effectively applying laws and regu- 
lations governing civilian employees' entitlement to and use 
of leave. 
laws and regulations, as indicated above, were comparatively 
few--far fewer than those resulting from clerical inaccura- 
cies. For the most part, the errors in applying laws and 
regulations that we did find involved somewhat unusual 
transactions which the payroll clerks probably do not en- 
counter frequently. 

The errors we found in the application of such 
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Causes of errors 

We found that the two types of errors, i.e,, clerical 
inaccuracies and noncompliance with leave regulations, were 
each attributable to different causes relating to system 
deficiencies. In our opinion, however, supervisors and 
management at all levels should have been more alert to 
these system deficiencies, which are described below, and 
should have initiated corrective action. 

Clerical inaccuracies appeared to be in a large measure 
attributable to the lack of effective systems €or locating 
and correcting clerical errors. 

Where mechanical equipment or computers were used, we 
found that errors had occurred despite the features built 
into such equipment to ensure accuracy. Although we did not 
include a comprehensive review of the programs used to op- 
erate such equipment, we believe that too much reliance was 
placed on the mathematical accuracy of the equipment, A l -  
though the equipment is often nearly infallible in mathe- 
matical computations, it can function effectively only if 
all the source data is properly put i n t o  the mechanized 
processing system. We conclude that the errors resulted 
from lack of controls over the data which must be put into 
the mechanized processing system if it is to produce correct 
results. 

Perhaps it is because leave records are kept in hours 
instead of dollars that the controls over these records are 
not as exacting as the controls over other aspects of pay- 
roll preparation and administration, In any case, it is 
common practice to balance salary and wage payments to the 
penny; however, as indicated above, leave records frequently 
are not nearly so carefully controlled. 

With regard to the errors made in applying laws and 
regulations, we have noted that payroll clerks do not always 
have access to all pertinent reference materials, The 
proper application of pertinent laws and regulations re- 
quires access to reference materials, such as local organi- 
zation's instructions, agency instructions, and the Federal 
Personnel Manual, 
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Comments of the Department of Defense 
and the military services 

On June 18, 1968, we submitted our draft report to the 
Department of Defense for comment. In this draft we sug- 
gested that the Secretary of Defense direct the services to 
establish definite standards for clerical accuracy in the 
maintenance of leave records and to establish techniques f o r  
identifying clerical errors. We suggested also that the 
Secretary direct the services to see that payroll offices 
were provided with all the instructions needed to properly 
administer the laws and regulations applicable to employees' 
leave. 

The Department commented on our report by letter dated 
August 14, 1968, from the Assistant Secretary of Defense 
(Comptroller). In this letter the Assistant Secretary ad- 
vised us that the Department fully recognized the importance 
of civilian leave accounting, both for proper discharge of 
its stewardship responsibilities and because of its effect 
upon employee morale. 

The Assistant Secretary stated that each military de- 
partment would ensure establishment and maintenance of ade- 
quate controls, including methods of identifying clerical 
errors, and would monitor the availability and use of ref- 
erence materials, reemphasizing the importance of clerical 
training and supervision and of improved local management 
of leave accounting. The Assistant Secretary stated also 
that it was the Department's belief that these measures 
would effectively improve the accuracy of records and that 
the promulgation of rigid standards would be unnecessary. 
In addition, the Assistant Secretary advised us it was the 
Department's opinion that greater automation of civilian 
pay and leave accounting, under way in each of the military 
services, and the other actions that the Department proposed 
to take would provide an acceptable long-term solution to 
the problems mentioned in our report. 

In addition, the Navy stated that the annual error  
rates we had projected were estimates and were subject to 
some question. The Navy indicated that Navy reviews made 
subsequent to our first review at seven of the same orga- 
nizations disclosed annual error rates significantly less 
than OUT estimate. 
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We have included the estimated overall errors in this 
report to give those persons having management responsi- 
bility for controlling employees' leave an indication of 
the probable magnitude of total errors in terms of the dol- 
lar value of the leave involved, Our estimates of errors 
are not intended as precise measurements. However, the 
estimates are based on audits of samples of the transactions 
during the periods to which the estimates apply. 

Although we did not make scientific statistical samples 
at the organizations visited, we took what we consider to be 
reasonable precautions to ensure that our selections were 
not biased and that they provided reasonable bases f o r  esti- 
mating the effect of errors at those organizations. 
therefore believe that our estimates were reasonable indi- 
cations of what might be found if audits of the same scope 
were made of all the leave accounts at the organizations we 
visited . 

We 

In connection with Navy's findings, it should be noted 
that, at some locations, there were indications that orga- 
nization personnel had reviewed the records and had made 
corrections prior to the review that the Navy cited. Also, 
there were differences in the scope of the review because 
some of the records were no longer available when the Navy 
performed its review. 

The full text of the Assistant Secretary's letter is 
presented as appendix I11 of this report. 
pendix I11 are letters setting forth the positions of the 
Army, Navy, and Air Force. 

Included in ap- 

Conclusions 

From the information provided to us, it appears that 
the Department of Defense is making an effort to eliminate 
clerical errors and thus increase the accuracy attained in 
maintenance of leave records. The Department also is ini- 
tiating action to make reference materials regarding laws 
and regulations applicable to employees' leave more readily 
available. We believe that these actions, if effectively 
completed by the Department, should result in improved ac- 
curacy both in clerical work and in the application of the 
laws and regulations governing employees' leave, 
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Although we concur in the actions the Department has 
initiated, we believe that the Department should be cautious 
in placing too much reliance on greater automation as a 
means of attaining improved accuracy. Tne use of automated 
equipment tends to reduce mathematical errors, but our au- 
dits have revealed that, unless there is careful control 
over the manually prepared hput to automated systems, seri- 
ous errors can occur just as in manually maintained systems. 
Consequently, we believe that the Department should keep 
automated systems under close scrutiny until it determines 
that accurate results are being produced consistently. 

Recommendation 

A high degree of accuracy over an extended period of 
time will require constant vigilance, and we therefore rec- 
ommend that the Secretary of Defense require the Assistant 
Secretary of Defense (Comptroller) to maintain close sur- 
veillance over the progress attained in improving clerical 
accuracy in leave accounting. Surveillance over the ade- 
quacy of input data seems particularly important in the Air 
Force, in view of its reliance upon automated systems, 
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NEED FOR INCREASED EMPHASIS ON 
AGENCY REVIEWS OF LEAVE ADMINISTRATION 

Each agency i s  required t o  es tab l i sh  adequate internal  
audit ing as par t  of i ts management control over pay and 
leave administration, t o  help provide assurance tha t  leave 
privileges are  properly administered. This requirement i s  
s e t  f o r t h  i n  the GAO Policy and Procedures Manual f o r  
Guidance of Federal Agencies. 

During our review, we considered the work of both the 
service internal  review groups (Army Audit Agency, Navy 
Area Audit Service, and Auditor General of the A i r  Force) 
and the local  administrative review teams a t  the organiza- 
t ions  we v is i ted .  
review groups, with the exception of one Army review and the 
A i r  Force reviews which are  discussed below, d i d  not d i s -  
close tha t  there  w a s  a need fo r  improved c l e r i c a l  accuracy 
i n  the maintenance of leave records. 

The re su l t s  of the work performed by the 

In two reports  issued by the Auditor General of the 
A i r  Force, inaccuracies i n  the  maintenance of leave records 
para l le l ing  those disclosed by our review were reported. 
In t h i s  respect ,  one A i r  Force audit  report  dated December 
1965 disclosed tha t  A i r  Force auditors had found errors  i n  
292, o r  about 35 percent, of the 837 leave records examined 
a t  25 bases. Another report dated March 4 ,  1968, disclosed 
errors  i n  the leave records a t  26 bases; however, the num- 
ber of records examined was not specified. In t h i s  l a t t e r  
report ,  a major cause of the errors  w a s  s ta ted t o  be c l e r i -  
cal .  

With one exception, our evaluation of the  reviews made 
by the  t w o  types of agency review groups i n  the Army and the  
Navy showed tha t  (1) when the reviews involved payroll m a t -  
t e r s ,  limited a t ten t ion  was given t o  leave, (2 )  the reviews 
made of leave records were directed primarily toward as- 
cer ta ining compliance with procedures ra ther  than verify- 
ing the accuracy of the leave records, (3)  i n  some in- 
stances the working papers d i d  not disclose the scope of 
the  review o r  the  extent of audit  coverage, while i n  others 
the  scope was extremely l imited,  and ( 4 )  i n  two instances, 
management had not taken ef fec t ive  action t o  correct  d i s -  
crepancies disclosed by internal  reviews. 

14 



Comments of the Department of Defense 
and the m i l i t a r y  services 

I n  commenting on our r e p o r t ,  the Department of Defense 
and the m i l i t a r y  services pointed out that their aud i t  re- 
sources were l imi ted  and that the i r  a u d i t  e f f o r t  w a s  gen- 
e ra l ly  d i r e c t e d  i n t o  areas o f f e r i n g  the greatest p o t e n t i a l  
r e t u r n .  T i m e  f o r  a u d i t  of c i v i l i a n  pay and l eave  t h e r e f o r e  
must compete w i t h  the demands f o r  aud i t  i n  o t h e r  areas. 

Other p r i n c i p a l  comments and our r e l a t e d  views f o l -  
low. 

I n  i t s  comments, the Army c i t e d  r e p o r t s  i ssued  by the 
Army Audit Agency dur ing  1965 and 1966 on t h e  s ix  
Army i n s t a l l a t i o n s  included i n  our review. According 
t o  the Army, these r e p o r t s  contained no f ind ings  on 
c i v i l i a n  leave.  Since t h e  Army Audit Agency's pol icy 
w a s  t o  inc lude  comment i n  r e p o r t s  only when adverse 
condi t ions  were found, the Army Audit Agency i n t e r -  
pre ted  t h i s  as i n d i c a t i n g  t h a t  the Army a u d i t o r s  had 
found no adverse condi t ions  considered s e r i o u s  enough 
f o r  inc lus ion  i n  the i r  r e p o r t s .  

The A r m y ' s  r ep ly  f a i l e d  t o  note  that i t s  r e p o r t  on the 
Mi l i t a ry  District of Washington, For t  wer, Vi rg in ia ,  had 
contained s i g n i f i c a n t  f ind ings  regarding inaccuracy i n  
l eave  records.  The r e p o r t  s t a t e d  tha t ,  on t h e  b a s i s  of a 
s t a t i s t i c a l  sample, t h e  a u d i t o r s  had est imated that the 
leave  records of 1,992 employees contained i n c o r r e c t  bal-  
ances o r  improper support ing da ta .  
a b l e  t o  us a t  four  of the o t h e r  f i v e  a u d i t  s i tes indica ted  
that l i t t l e  e f f o r t  had been d i r e c t e d  i n t o  the review of 
cler ical  accuracy of l eave  records.  

Information made ava i l-  

The Navy plans t o  cont inue i t s  pol icy  of d i r e c t i n g  
a u d i t  e f f o r t  i n t o  the areas which i t s  p reaud i t  survey 
i n d i c a t e  are most i n  need of emphasis. 
the Navy, areas o the r  than  timekeeping and p a y r o l l  gen- 
e r a l l y  o f f e r  g r e a t e r  p o t e n t i a l  r e tu rn .  
conclusive evidence i s  developed t o  show that l eave  ac- 
counting e r r o r s  are having an adverse effect on em- 
ployee morale, the Navy p lans  t o  cont inue t o  fol low 
i t s  present  pol icy.  

According t o  

Unless more 



I n  a r e p o r t  t o  t h e  Congress issued i n  March I968 en- 
t i t l e d  " In te rna l  Audit A c t i v i t i e s  i n  t h e  Department of De-  
fense" (B-132900), we acknowledged t h a t  t h e  services d i d  
n o t  have s u f f i c i e n t  a u d i t  s t a f f s  t o  perform all t h e  work 
t h a t  should be undertaken. Consequently, w e  b e l i e v e  t h a t  
t h e  Navy's po l i cy  of concentrat ing on t h e  areas o f f e r i n g  
t h e  g r e a t e s t  p o t e n t i a l  i s  reasonable ,  provided t h a t  care 
i s  taken t o  see t h a t  a u d i t  e f f o r t s  i n  t h e  long r u n  inc lude  
cons idera t ion  of a l l  s i g n i f i c a n t  aspects  of  t h e  i n s t a l l a -  
t i o n s '  ope ra t ions ,  Also, t h e  Naval Audit Service has 
delegated p r ime  r e s p o n s i b i l i t y  f o r  a u d i t  of  payro l l  and 
leave matters t o  t h e  i n t e r n a l  review u n i t s  a t  t h e  i n s t a l l a -  
t i o n s .  Accordingly, much of the  Navy Audit Se rv ice ' s  re- 
s p o n s i b i l i t y  f o r  payro l l  and leave aud i t ing  can undoubtedly 
b e  discharged by maintaining s u r v e i l l a n c e  over t h e  p a y r o l l  
and l e a v e  aud i t ing  done by t h e  i n s t a l l a t i o n s '  i n t e r n a l  re- 
view groups. 

Conclusion 

We concur i n  the genera l  p o s i t i o n  of the Department 
of Defense and the m i l i t a r y  s e r v i c e s  that the e f f o r t  of 
thei r  a u d i t o r s  should be d i r e c t e d  i n t o  the areas which pro- 
duce t h e  most b e n e f i t  t o  the Government, provided tha t ,  
over a reasonable per iod,  a l l  major areas of a c t i v i t y  re- 
c e i v e  adequate cons idera t ion .  Our reviews have d i sc losed  
that clerical inaccuracy i n  leave records is one of the 
most prevalent  problems i n  the a r e a  of p a y r o l l  and l eave  
adminis t ra t ion .  Accordingly, we be l i eve  that ,  when pay- 
r o l l  and l eave  a u d i t s  are made, accuracy of l eave  records 
should receive increased emphasis. 

Recommendations 

So that management o f f i c i a l s  may be provided w i t h  cur- 
r e n t  information on t h e  results  of the i r  e f f o r t s  t o  improve 
t h e  clerical  accuracy of leave records ,  we  recommend t h a t  
the Secre tary  of Defense r e q u i r e  the Army Audit Agency, 
Naval Audit Serv ice ,  and the Auditor General of t h e  A i r  
Force t o  g ive  this a u d i t  area increased emphasis when pay- 
r o l l  and l eave  a u d i t s  are undertaken, u n t i l  such t i m e  as 
the resul ts  i n d i c a t e  t h a t  a high degree of clerical ae- 
curacy i n  l eave  maintenance has been a t t a i n e d .  We recommend 

16 



also that the Secretary of Defense require that  the reports 
issued on such reviews include comments regarding the re- 
sul ts  of the work performed. 
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APPENDIX I 

SCHEDULE OF LEAVE EElROXS BY ORGANIZATION 

Organization and year 

1964: 
U.S. Naval Oceanographic Office,  Suit land,  

Maryland (note a)  

1965: 
Navy: 

Office of the Secretary of the Navy 
(now the Department of the  Navy 
Staf f  Offices) 

Bureau of Medicine and Surgery 
I' Naval Personnel 
I' 'I Weapons (now the Air 

Systems Command and the Ordnance 
Systems Command) 

Bureau of Ships (now the Ship Systems 
Command) 

Bureau of Supplies and Accounts (now 
the Supply Systems Command) 

Bureau of Yards and Docks (now the Fa- 
c i l i t i e s  Engineering Command) 

Headquarters, U.S. Marine Corps 
Military Sea Transportation Service 
Office of the Chief of Naval Operations 

lV 'I Naval Research 

Defense : 
Defense Communications Agency 

Subto t a l  

1966 : 
Army : 

Fort  Devens, Massachusetts 
*I Lee, Virginia 
*' Rucker , Alabama 

Myer, Virginia 
Mili tary Di s t r i c t  of Washington, Fort  

Picatinny Arsenal, New Jersey 
Pres id io  of San Francisco, California 

Navy : 
Long Beach Naval Shipyard, Cal i fornia  
U.S. Naval Air Sta t ion ,  Pensacola, 

U.S. Navy Finance Center, Cleveland, 

U.S. Naval Supply Depot Mechanicsburg, 

U.S. Naval Training Center, G r e a t  

Florida 

Ohio 

Pennsylvanie 

Lakes, I l l i n o i s  

Air Force: 
Lackland Air Farce Base, Texas 
Newark A i r  Force Statiori, Ohie 
Oklahoma City Air Materiel Area, 

U.S. Air Farce Academy, Colorado 
0 klahoma 

Subtotal 

Total 

Actual e r ro r s  
disclosed by 
our review 

Monetary 

Number and value of e r r o r s  
Estimated t o t a l  
e r ro r s  f o r  the  

year 

Number 

53 - 

16 
2 
6- 

16 

10 

36 

1 
24 
8 
12 - 
11 

195 

- 
- 

15 
5 
21 

I17 
22 
49 

9 

15 

- 

32 

76 

26 
20 

30 
42 

47 9. 

674 

- 
I 

- - 

$ 1,377 

450 
118 

1,137 

881 

3 32 

8,496 

17 
1,562 

93 
47 - 

1.397 

15,907 

364 
136 

1,270 

5,252 
704 

2,583 

105 

483 

- 
1,233 

1,163 

I. , 503 
615 

57 3 
958 

16,938 

$32.845 

Number 

1.378 

288 
52 
33 

160 

244 

368 

26 
412 

120 
ao 

- 

92 

3,253 

231 
170 
242 

1,553 
920 
842 

225 

649 

- 

57 6 

1,304 

386 
2 80 

3,593 
548 

11,519 

14,772 

Monetary 

$ 35,804 

7,383 

2,021 
3,064 

8,807 

8 , 400 
77,045 

440 
14,820 

928 
465 - 

5,455 

164,632 

4,721 
4,044 
22,939 

66,343 
16,962 
52 819 

2,620 

13,726 

18,136 

17,244 

17,171 
8,446 

71,255 
11.456 

327 ,882 

$492,514 

'Subsequent t o  ou+. exandmation, w e  r ev i s i t ed  e Naval Oceanographic O f f i c e  and found that 
subs tant ia l  improvement h d  been made in f t s  hternal  controls over leave and pay, 
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COMPTROLLER GENERAL OF THE UNITED STATES 

WASHINGTON, D.C. 20548 

3-152073 September 3 ,  1963 

TO THE HEaDS OF DEPAR'JPENTS AlYD OTHR3 FEDEBAL AGENCIES 

A s  a pa r t  of h i s  basic management respons ib i l i t i es ,  the head of 
each Federal agency i s  responsible f o r  es tab l i sh i rg  and maintaining 
systems of accounting EKld in te rna l  control  including appropriate in-  
t e rna l  audit ing as a means of providing, among other things, e f f ec t i ve  
control  over funds, property, and other assets f o r  which the  agency 
i s  responsible. 

The General Accounting Office, i n  carrying out its audi t ing re-  
spons ib i l i t i es ,  i s  required by l a w  t o  give due regard t o  generally 
accepted pr inciples  of auditing, including consideration of t he  effec- 
t iveness of accounting organizations and systems, i n t e rna l  aud i t  and 
control, and re la ted  adrninistrative pract ices  of the  agencies. 

Our reviews of the  payrol l  operations of Government departments 
and agencies have disclosed tha t ,  w i t h  r e l a t i ve ly  f e w  exceptions, 
adequate in te rna l  aud i t s  of such operations are not being made, appar- 
ent ly  i n  the  be l ie f  t h a t  such audi t s  may be cur ta i led because of t he  
audit ing perfomed by the  General Accounting Office. As a general 
rule, our auditors are unable t o  place an acceptable degree of re- 
l i ance  on agency in t e rna l  audit ing i n  connection with payrol l  opera- 
t ions .  For example, out of a t o t a l  of 249 .Army, Navy, and Air Force 
i n s t a l l a t i ons  a t  which w e  performed c i v i l i a n  pay audi ts ,  only three 
in s t a l l a t i ons  had received suf f ic ien t  i n t e rna l  aud i t  coverage t o  m e r i t  
an acceptable degree of re l iance  fo r  purposes of our examinations. 

Our audi t s  have disclosed a l a rge  number and var ie ty  of overpay- 
ments due t o  erroneous personnel act ions ,  inadequate leave administra- 
t ion,  and other def ic iencies .  I n  accordance with our customary 
pract ice ,  these matters axe brought t o  the  a t ten t ion  of responsible 
agency o f f i c i a l s  and correct ive  act ion generally i s  taken. 
subsequent audi ts  frequently disclose  similar e r rors .  Correction of 
such e r rors  is  not only cos t ly  but may r e s u l t  i n  hardships t o  the  em- 
ployees involved, par t i cu la r ly  where overpayments extend over a period 
of several  years. Such cases of ten lead t o  the  introduction of p r iva te  
r e l i e f  b i l l s  which require  subs tan t ia l  time and e f f o r t  by agency 
o f f i c i a l s  and members of Congress. Appropriate i n t e rna l  controls,  in-  
cluding e f fec t ive  in te rna l  audit ing,  would serve t o  minimize such e r rors .  

Nevertheless, 

Further, w e  have found tha t ,  as a general rule, agency in t e rna l  
audit groups do not have all of the necessary knowledge and understanding 
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of legal requirements and regulations pertaining to civilian pay 
matters to enable them to effectively audit such transactions. 
result, they are devoting inadequate attention to such matters as 
individual entitlement to pay arLd allowances. 
this lack seems to be the erroneous assumption that payroll auditing 
is a function to be performed primarily by the General Accounting Office. 

As a 

One of the reasons for 

The civilian payroll cost of the Federal Government amounts to 
about $15 billion annually or about 15 percent of the Federal budget. 
In view of this magnitude of expenditures and in recognition 02 the 
responsibility of the head of each agency f o r  providing effective 
control over the utilization of funds and property, we believe it is 
essential that each agency head provide, as a part of his management 
control system, adequate internal auditing which will help provide 
assurance that, as to civilian pay matters, all payments are made in 
compliance with applicable laws and that related f'unctions such as 
leave are properly administered. Accordingly, it is requested that 
internal audit procedures in your agency with respect to civilian pay 
matters be reviewed and strengthened wherever necessary to meet these 
objectives. 

The General Accounting Office w i l l  continue to make independent 
examinations of agency financial transactions on a selective basis. 
However, these examinations should not in any way be considered as a 
substitute for effective internal auditing for which the head of each 
agency is responsible. 

We shall be glad to have representatives of our Office consult with 
you concerning the accomplishment of the above purposes if you so desire. 

/ s /  Joseph Campbell 

Comptroller General 
of the United States 

23 



APPENDIX I11 
Page 1 

ASSISTANT SECRETARY OF DEFENSE 
WASHINGTON, D.C. 20301 

CUHPlROLLEl 

14 AUG 1968 

Mr.  Charles  M. Bai ley  
Di rec to r ,  Defense Div is ion  
TJ'e Sie General Accounting Office 

Dear Mr. Bailey: 

This responds t o  your l e t t e r  of  June 18, 1968, r eques t ing  comments 
on your d r a f t  r e p o r t  on t h e  need f o r  improvement i n  t h e  admin i s t r a t i on  
of leave of absence granted t o  c i v i l i a n  employees (OSD Case #2788). 

The Department of Defense f u l l y  recognizes  t he  importance of  admin- 
i s t r a t i o n  of  c i v i l i a n  leave accounting,  both f o r  t he  proper  d ischarge  of 
our  s tewardship r e s p o n s i b i l i t i e s  and because of i t s  e f f e c t  on employee 
morale e 

Your f ind ings ,  comments and recommendations have been c a r e f u l l y  
reviewed by t h e  M i l i t a r y  Departments, and as evidenced by the  a t tached  
comments, each Department i s  inc reas ing  i t s  e f f o r t s ,  €o r  b e t t e r  admin- 
i s t r a t i v e  c o n t r o l  and f o r  f u l l  compliance wi th  app l i cab le  l a w s  and GAO 
procedures and r egu la t ions  i n  t h i s  area. 

Each M i l i t a r y  Department w i l l  a ssure  es tab l i shment  and maintenance 
of adequate c o n t r o l s ,  inc luding  the  use of  c o n t r o l  t o t a l s  o r  comparably 
e f f e c t i v e  a l t e r n a t e  methods of i d e n t i f y i n g  c ler ica l  e r r o r s  and w i l l  
monitor t h e  a v a i l a b i l i t y  and use of r e f e rence  materials , reemphasizing 
the  importance o f  c ler ica l  t r a i n i n g  and supe rv i s ion  and improved l o c a l  
management of leave accounting. It i s  be l ieved  t h a t  t hese  measures 
w i l l  e f f e c t i v e l y  improve the  accuracy of records  and t h a t  t h e  promulgation 
of  r i g i d  s tandards  w i l l  be unnecessary4 We f e e l  t h a t  g r e a t e r  automation 
of  c i v i l i a n  pay and leave accounting,  underway i n  each of t h e  M i l i t a r y  
Se rv i ces ,  and the  above mentioned a c t i o n s  provide an  acceptab le  long-term 
s o l u t i o n  of  t he  problems mentioned i n  your d r a f t  r epo r t .  

With r e spec t  t o  t h e  i n t e r n a l  a u d i t  of c i v i l i a n  leave accounting,  
t h e  a t tached  comments of t h e  M i l i t a r y  Departments i n d i c a t e  t h a t  s i g n i -  
f i c a n t  a u d i t  coverage i s  being appl ied  t o  t h e  c i v i l i a n  leave a r e a  and 
t h a t  app ropr i a t e  a u d i t  a t t e n t i o n ,  as suggested i n  your l e t t e r  w i l l  con- 
t i n u e ,  w i th in  t h e  l imi t ed  a u d i t  resources  a v a i l a b l e  and t h e  r e l a t i v e  
p r i o r i t i e s  and p o t e n t i a l  f o r  savings i n  o t h e r  a r e a s  r e q u i r i n g  aud i t .  
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Copies of the  M i l i t a r y  Department comments obtained on t h e  
draft r e p o r t  are enclosed f o r  your information.  

The Department of Defense apprec i a t e s  t h e  oppor tuni ty  t o  
comment on your d r a f t  r e p o r t  and welcomes comments and recommenda- 
t i o n s  aimed a t  improving our  performance i n  t h i s  important and 
sensitive area ,, 

Sincere  l y  , 

Robert C, Moot 
AsJistant Secretary of Defense 

Enclosures 3 
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c 

19 JUL 1968 

SUBJIX?': GAQ Draft IIc,port, dnl-cd ,Tunc 18, 1968, "Ncccl f o r  Improvcment 
i n  the  Min in i s t r a t i on  of Lcavc of Absence Gr,anted for C i v i l i a n  
Ernp1.oyc.e~" (OS11 Casc 8 2 7 8 5 )  

Rcf~i-cncc i s  inndc t o  yous memo~-nntlm of I 9  June J 368 requesting the Depart- 
ment of the Army to provide  coinnicnts regaidinp, s i ibjcct  GIX) d r a f t  r epor t ,  

J n  thr p a s t ,  innny c o r r c c t j v e  measures have b e c ~ n  iii.i.ciacecl, i nc lud ing  estab-. 
lishin;; control t o t a l s  f o r  thc auto~iiatctl iniiintcnance of c i v i l i a n  leave 
record  s. As rccoiwiiCiided by this rcport,  ac t ion  \ v i  I. 1 be talicn to p r e s c r i b e  
n conti:ol t o t a l  mc!thocI in the  mcuiiial c f .v i l i31)  lcnvc system t o  assist  i n  
i c lmt i fy i r i g  c l c r i ca l  e r r o r s .  Coninianclr.i:s aut1 managers will be d-irected to  
p l a c c  greater  s t ress  on accu ra t e  ninintenancc of 1 cave records. Department 
oT t h ?  Amy wi.l.1 i s sue  insLructions to assiirc' t h u t  leave r egu la t ions  w i l l  
be rcndj  l y  avai lable  t o  a l l  c ivj  1 i a n  p a y r o l l  o f f j c c s ,  

Tile ~ k . 3  t ~ r a f t  r e p o r t  t l en l  s wit11 t~ i rcc  clisti n c t  f i m c t i o n a ~  areas. 
ai-c siibrni.ttc~l on ex11 onc as s e p a r a t e  incl.osures t o  this rncmorandum. 

Comments 

3 Tnc 1 
1. G i i i t s  on Mminins t a t ive  

2. C m t s  on Tntcrnal A x l i t  
3 .  Crilts o n  I n f e s n d  Review 

Controls 

I 

.. . .. / . 
2.- . *  . -  . . .  . ~ 

3 .  

I '  

- r . /" ' 

" \ Richnrd  L. S a i k s i n g  
Act ing  Dcputy A s s i s t a n t  Secretary of the A m y  

(F ina nc i.a 1 bhilag emcn t ) 
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1. Thcrc appeal-:; t o  be no s i p i f i c a i i t  i naccu rac i c s  or omissi.oiis i n  thc 
rcpoi:t i n s o f a r  as adminis. t r a t i v c  c o n t r o l s  a rc  concci:ncd, and tlic Army 
i s  iu gcncral. agrcemcnt w i t 1 1  the  findi.ngs, conclus i  onr,, and recomniicn- 
da t ions .  Ncvcr L:helcss, d i scuss ion  i s  prescntcd  011 tlic foll.owing p o i n t s  : 

a.  Dcpar tmcnt of t hc  Army published proccdurcs  p e r t a i n i n g  t o  t h e  
maintcnancc of c iv i l< -an  lcavc records  have bccn reviewed and a r e  con- 
s i d e r e d  t o  bc i u  conforiwncc wi th  tlic s t anda rds  contatncd i n  T i t l e  6 of 
thc Ccncral  Accounting O f f  ice  Po l i cy  and l’rocedures Manual f o r  t h c  
Guidance of Fcdcral  Agcncics. These Army proccdurcs do  n o t ,  a t  p r e s e n t ,  
p r c s c r i b c  tlic u s e  of a c o n t r o l  to ta l .  mctliod o f  i d e n t i f y i n g  c l e r i c a l  
e r r o r s  i n  the manual niaiiitcnancc of the l cavc  rccord  s i n c e  t h i s  re-  
quirciucnL i s  n o t  spcll.cc1 ou t  i n  thc GAO l hnua l .  l lo~lcvcr ,  t h i s  proce-  
dural. nicthocl i s  p rc sc r ibcd  i n  Army rcgul.ati  oils as a means of c o n t r o l l i n g  
accuracy whcn au tomat ic  d a t a  process ing  ccpipncnt  i.s used t o  ma in t a in  
tlic lcave  rccord.  

b .  Tlic Army publ i .cat ion d i s t r - i buc j  on sys tem makes a v a i l a b l e  t o  a l l  
p a y r o l l  o f f i c c s  copics  of r e g u l a t i o n s  p e r t i n e n t  t o  c i v i l i a n  leave  admin- 
i s t r a L i o n .  Thereforc, the as s t r t cd  n o n- a v a i l a b i l i t y  of the regulations 
i n  p a y r o l l  o f f i c e s  appcars  t o  bc causcd by ].oca1 managcnicnt shortcomings 
and n o t  by t h c  Army d i s t r i b u t i o n  systcin.  

2. The fo l lowing  inanar,cment a c t i o n s  w i l l  be  taken i n  accordance wi th  
the rcconuncnda t i ons  containcd i n  the rcpor  t : I 

a. I n  t h e  manual maintcnancc of t he  l eave  record ,  a c o n t r o l  t o t a l  
mcthod will be p re sc r ibed  t o  a s s i s t  i n  i d e n t i f y i n g  c ler ica l  e r r o r s .  

b. Commanders and managci-s w i l l  be dircctcd t o  p l a c c  g r e a t e r  strcss 
on a c c u r a t e  maintcnancc of thc lcavc  record .  Department of the Army 
wjl1 .  i s s u c  i n s t r u c t i o n s  t o  assurc  t h a t  l eave  r e g u l a t i o n s  w i l l  be r e a d i l y  
a v a i l a b l e  t o  a l l  c i v i l i a n  p a y r o l l  o f f i c c s .  

3.  The Army has long rccogni.zcd the problcni of c l e r i c a l  i naccu rac i e s  i n  
c i v i l i a n  pay and l cavc  account ing  and i s  c o n s t a n t l y  s t r i v i n g  t o  rcducc 
e r r o r s  t o  an accep tab le  l c v e l  i n  t h i s  area. The most r e a l i s t i c  approach 
t o  t h i s  problcrn h‘as been t o  g radua l ly  autorilatc c i v i l i a n  pay and l eave  
accounting.  I t  has bccn found wheil automatic  d a t a  processing cquipmcnt 
i s  anpl.oycd cmlbining pay and leave  accounting,  a r i t h m e t i c a l  e r r o r s  are  
alnidst ccmp1ctc1.y eliinitratcd and the record is  produced i n  a more eco- 
nomical and timcl y rmnncr. A t  prescut i n  t h e  cont iguous Uni t c d  Sta tes ,  
approximately 68 pe rcen t  of the  Army c i v i l i a n  p a y r o l l  o f f i c e s  a r e  main- 
t a i n i n g  Icavc r eco rds  wi th  ca rd  or tape  oricnt.cd equipment. Plans are 
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bej.iig Eoi-rnuln‘iccl t o  autorriatc tlic m j o r i t y  of tlic remaining p a y r o l l  o f f i c e s  
a s  equj  pi?~cnt bi!conics avcli1nbl.c t o  the i n s t a l l a t  ionD A l.ong-rnn.gc plan i s  
p rcscn t ly  under study t o  rcgionnl izc  o r  c c n t r a l i z c  c i v i l i a n  pay and  leave  
accounting on coniputcrc wi thin  the Amiy. 1’rel.iInj.nary evaluation i s  favor- 
ab IC! . 
autoii13tic data processing cqit i lmiait  i n  the  Amy increascs the p r o b a b i l i t y  
of adopt inZ such a system.. Indical:ioiis are that  nianagcr~icnt controls  would 
bc cnhaicccl clue t o  a reduct ion  j n  t h e  number ‘of individual. civil-j.an pay- 
r o l l  o f f i c c s  which should result in improving accuracy of leave records. 

The  c 011s taut inod c rni. zat i n n  and acqui s i t  j on 01 more s oplii s t i c a  t e d 
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1. Tlic Army docs n o t  cnf:j.rcly concur i n  tlic cornmiits niadc by GAO on pages 
1 4 ,  15, 16 aiirl 1 3  of the d r a f t  rcporl: i .nsofar  as tlicy p e r t a i n  t o  t h e  U. S. 
Arn~y Audit: Agcncy (USMA) f o r  tlic fo l lowing  reasons: 

a. A s  a part of USAAA periocl-iic c o i n p ~ e h c ~ ~ ~ i v e  a u d i t s  of h r ~ y  i n s t a l -  
l a t i o n s ,  the  a u d i t o r s  c v a l u a t e  all. 1-cvici.7~ pcrforniccl by tlie i n s t a l l . a t i o n  
and, t o  the  estcnt  ti1at tliosc r c v i w s  a r c  found t o  have been adequate,  
a d  j u s t  the scope of t:Iic audj  t, D C k a i . l e d  examination of i n d i v i d u a l  trans-  
a c t i o n s  i s  l i m j . t e d  t o  the cxeeiit necessary t o  detennine t h e  effectiveness 
of ope ra t ions  and i n t e r n a l  c o n t r o l s  and t o  ascertain the degree of rel ia-  
b i l t t y  of accounti.iig and  reporting data. 

b. The resources  of t h e  USAhA are  l i m i t e d  and,  i n  accordance with 
Departmcnt of  Dcfcnsc po l i cy ,  arc: applicd t o  those areas w h k h  are  ex- 
pcctcd t o  produce r e s u l t s  most b e n e I i c i a 1  t o  tlic Army. 
this poli.cy, a u d i t  e f f o r t  i n  t h e  c j v i l i n i i  pay area i s  programed w i t h  f u l l  
c o n s i d c r a t i  oii t o  [-he rcl-ative s j  gni ficniicc of civj.1.i.m pay ope ra t ions  t o  
a l l  or' t h e  o1:her Arniy opcrnticms r.-cquii:inz audit:, t r i t h  the o b j e c t i v e  of 
achi cvi.ng an opth-tin ba lance  betwccn a u d i t  viorklond and  inniqmxer resources.  
1t i s  USI?/A p o l i c y ,  thcrccore, t o  use. i t s  rcsourccs  - funds and personnel  - 
i n  those arcas w l i ~ r e ,  in t t s  judpwnfi,  audit  services arc most needed a n d  
p o t e n t i a l  sav ings  t o  flie Army arc. g r e a t e s t ,  T h e  soundncss of  th i s  po l i cy  
i s  r e f l c c t c d  i n  the d o l l a r s  saved the  Army. 

Cons is ten t  wit11 

c. T h e  USMA o b j e c t i v e  or goa l ,  as s ta ted  i n  AR 36-5, is  t o  provide 
f o r  comprchrnsivc a u d i t s  a t  i i i t c r v a l s  of 1s months. 
r c sou rccs ,  Iimiever, have prevented the USAM from a t t a i n i n g  t h i s  goal. 
The fol lor~i .ng Fnformation pc r t a i i i s  t o  the Army i n s t a l l a t i o n s  cited on 
page 1.3 of the GAO draft  repor t :  

Personnel  and fund 

(1) F o r t  Dcvcus Pkssachusctts. T h e  report  on the last a u d i t  of 
this i n s t a l l a t i o n  was i s sucd  on 7 October 1966. Since  the  Fort: Devens 
intcrnal  review s;nif  was i n  process  of niaking a comprehensive review of 
c i v i l i a n  pay, iiicI.ucling lcL?vc, a t  t h e  t i m s ,  USAAA auditors l i m i t e d  t h c i r  
a u d i t  coverage of c i v i l i - a n  pay t o  a survey' of p a y r o l l  records  for one 
payperiod. 
The  next  cud i t  of t h i s  i n s t a l l a t i o n  i s  scheduled t o  bcgin i n  October 1368, 
w i t h  the report d u e  i n  A p r i l  1359. 

----- ?-.____---.---- 

N o  adverse cond i t i ons  yertai.iiing t o  c i v i l i a n  pay ~ c r e .  reported.  

(2) P o ~ t  T,cz, Virg in? - .  The most r ecen t  aud%t rcporl: on Fort: Lee, 
dated  30 Dcccxi?ber 1.965, c o n t a i n c d  no f ind ings  on c i . v i l i a n  leave. 

(3) -----. For t  R~!ck.;c:r, _-.---. A l a b w n .  - 'ihe report: on thc l a s t  a u d i t  of this 
in~taI . la t i .o i1 ,  dated 31 AvgxsL: 196G, coiitai.nec1 no  f ind ings  i n  t h e  c i v i l i n n  
pay area .  An ai7.tli.t of this i n s t a l l a t i o n ,  c u r r e n t l y  i n  process ,  is schcd- 
ulcd for- coii1pletj.011 i n  Scptcmbcr 19G8. 

29 



APPENDIX I11 
Page 7 

10 nCCCliilJeI.' 1.965, colltninec~ 110 f . i . l I ( ~ t n ~ s  on c i v i l i a n  pay. 
a u d i t ,  bcp,un in June  1968, i s  scl~cvJ~rlerl f o r  completion during t h c  second 
q u n r t c r  of f i s c a l  year  13G3. 

The cIIrrc:11t 

(S) Li.%lLj..1y h ~ - s c i i , 7 ~ ~ ~ ~ ~ , ~ - ~ ~ .  The  report:  on the last audi t  
o? C1ii .c iiistnl-l.ati.o;i vas c1nt:c~I 1 4  Scptcinber 1.966. A t  that time, the 
civi1.i.m payrol.1. was reportcd t o  bc approximat-.ely $30 nii3.1.ion annually. 
hboul: 250 direct audit man-liours wcrc exycndcd i n  the c i v i l i a n  pay area. 
S t a t i s t i c a l  s ~ i l l p l i n g  vas  usccl t o  t c s t  seven d i f f c r cn t  payro3.1 procedures; 
ho\:rcvcr, no advcrsc €i.iid ings 011 c i v i l i a n  leave wcre rcported. 
a u d i t  of Picatinny hrscnnl, bcguri i n  March 1968, i s  sclieduled f o r  completion 
i n  Scptcmber 1368. 

T h e  current  

(6) l ' r t s j d i o  01 S m  1~rancisc.o CaI.ifoi:nia. The repor t  on the l a s t  
auclit of 1'rcsidi.o of Sail lprancisco tras dated 1 2  December 1966. No adverse 
condit ions i n  tlic c i v i l i a n  lcavc arm wcre reported. 

-..- .---I_--..-----I-- 3 --___-- 

2. 
ci5t icis1n i s  dirrctctl t o  any spcci-fic arcs should not bc in terpre ted t o  mean 
tha t  thc  area vas  not considcrcd d u r i n g  t h e  a i d i t ,  
adverse condit ion i n  that area was found tha t  was considered s i gn i f i c an t  
enough f o r  inclusioii i n  the fornial audit  r e p o r t .  

Sincc the IlSAAR i:cports on ai cxccption b a s i s ,  the f ac t  that no adverse 

It means only t ha t  no 

3. Guides f o r  the audit  of civil.j.an pay a r e  contained i n  USMA lilanual 
Section 312-1 dated 13 FInrcli 19G7. 
during f iscal .  year 1970 i s  currcntly being  dcvcloped, and t en t a t i ve ly  
includcs  special- cniphasis on payro l l  operations. 

The schedulc of aud i t s  t o  be perfozmcd 
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I, Intern=il. rcvj.ew s t a f f s  i n  the Deparbncnt of t h e  A m y  do not make 
periodic.  csandnntioiis of payroll  a c t i v i t i  cs unless there i s  evidence of 
t rouble  or  problems arc 1iijol;la or siispecfed t o  ex i s t .  In te rna l  review 
gronps nialic spccinl  analyses,  survcys and s tud ies ,  and serve as "Lrotiblc 
s1ioo'icrs" f o r  the coil;liinnclcr i n  tlie disc1iargin.g of h i s  r e spons ib i l i t i e s  
but d o  not perform coniprehcnsivc nird i t s  o r  make regul.arly schedulcd 
~.-ecurring o r  cyc l i c a l  revieus of appropriated fund operatioizs. 
rcvicw cxnini1iai:ions, i f  coiiducted , arc di rcctcd toward determining that 
basic  adminis t ra t ivc  i n t e rna l  controls  a r c  adcquate and operative and 
tha t  procedures and prac t i ces  assure timcly and accurate payment of 
cj.vi.lj.an pcrsoizticl. in complj ancc w i t h  aplilicablc la ,s  and rcgul.atioiis. 
1 ) c t n i l c d  covcrage and v c r i f i c a t i o n  of thc mntlicinatical correctness  of 
leave rccords by i n t e rna l  review pc~:soiincl. i s  gci icrnl ly l i m i t e d  t o  ;L 
smal.1 randoni samplc. 
tained i n  the repor t  suhmittcd t o  the conmnurlcr. 

I n t c rna l  

Thc dcgrcc of c lcr ica l  inaccuracies w i l l  be con- 

2. 
i s t r a t i o n  of c i v i l i a n  payrol l  opcrations. 
Gcneral I c t t c r  (11-152073) of Scptcmbcr 3 ,  1.963, l e t t e r  was issued on 30 
Julie 1964 requesting remedial ac t ion  f o r  tlic correct ion of the  types of 
dc f i c i  encies  reyortcd in GAO c i v i l i a n  pay audi t s  of Defense a c t i v i t i e s  
during the 1963 f i s c a l  yeas: and f o r  the  prevention of t h e i r  recurrence. 
The inclosure  included a l i s t  of 4 5  def ic ienc ies  on leave adminis t ra t ion 
and 28 def ic icac ies  on time and attciidaiicc maintenance. 

3. Guidance designed t o  assj .st  i n t c rna l  revies.7 pcrsoizncl i n  the evalu- 
a t i o n  of operating procedures and p rac t i ces  and of other elements of 
i n t e r n a l  con t ro l  of c i v i l i a n  pay was included i n  DA Pamphlet 37-10 pub- 
l ished on 30 June 1964. The .methods o r  steps out3.ined are suggestions 
tliat a r e  t o  b e  used si-iigly or i n  combination according t o  the necds of 
a p a r t i c u l i r  s i tua t iou .  The coverage of the per t inen t  areas and con t ro l  
po in t s  is not intended t o  l i m i t  the examination but a 1 l . m ~ ~  for the 
modifying of the depth and d e t a i l  i n  c e r t a i n  areas t o  facilitate coverage 
i n  o ther  areas. 

Dcpartmcnt of the Army lins providcd de ta i l ed  guidance f o r  the admin- 
After rece ip t  of the Comptroller 
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2 2 JUL 1363 

Enclosure (l] i s  forwarded in accordance with the 
provisions of rcfeyoneci: ( w ) ,  
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on 

31. Sinter:rr.'i 

Bnclosurc (1) 
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O r b  ICL 01' ?Wf. S L C R E l  hRY 

hfEbiORANDUbI FOR DEPU'i'Y COtlP'i'ROLLER FOR ACCOUItTING SYSTEMS, 
OE'FICR OF TIIE ASSISTNJT SECXZ'PARY OF 
DEmNSE (CO!,lIPZ'ROLLER) 

SUr3JECT: GAO D r x t $  Repor t ,  "1Jccd for Iniproveiuent in the 
Aclni inis t ral ioi i  02  teavc OP Abscnce Granted to 
C i v i l i a n  Employees" (OSD Case $2788) 

The A i r  FoL-ce has been rcqucstcd to provide comments to 

your office on the subject scport. Attached are A i r  Force 

comiiien-ts . 
\Ve appreciate the o p p o r t u n i t y  to coinmcnt on t h i s  report. 

1 Attachineiit 
A i r  Force r e p l y  
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A i r  Force Reply  
t o  

Comptroll ex- Genci-al o:? the iJn i tcd  S t a t e s  
llraft Itcport t o  Coiigi-cas 

Julio 19G8 

Need 101- III~~JTOVCI~ICII~ i n  the Adininistratioll of 
Lcave 01 Ahr,cnce Granted t o  C i v i l i a n  Employees 

0 I1 

(OSD Case #2788) 

1. GRO S l a t e s  : Thc need €or be.ttcr aclinii~istrativc controls 
over c i v i l i a n  cmp1oycc.s' leave 01 absence (Pngc G) e 
-_.__- 

Coniniciit : Tlic A i r  Porcc! recogn:i.ms the importance o:€ proper 
acl~nliij s t r a t i 0 1 1  of c i v i l i a n  leave 1~0th froin t h e  s tandpoint  of 
thc govci'iu~nt 2nd i ts  c f f c c t  on  cniploycc morale, Conscquently, 
this aspect  02 cniploycc rciiiuiieratioi~ has been given m a j o T  
a t t e n t i o n ,  i * e r ; u l t i n ~ ;  i n  tlic dcvelopment and maintenance of 
opci-atiiig pi-ocedurcs capable of a t t % i n i n g  adequate administra- 
t i v e  con t ro l  and compliance with appl icable  laws and GAO and 
CSC d i r e c t i v e s .  

2. GAO Xnc!icntcs: T h a t  c l c r i c a l  inaccuracies  w e r e  revealed 
and thci:?' cauccs (Pagcs 10 tlii-ougli 13). 

----- 

Comment : 

a ,  l?rncticnl.ly all c:i.vil.j.an I ~ n v e  rccords of American 
Nationals ave maintaiiiccl on c l c c t r o n i c  equiymcnt Our niachine 
pr0~:i'anis take coC;n!izancc o P colnpputcr self-chccking f e a t u r e s  
 TO;:^? thcr w i t h  13:-cscrihcd proccciui.nl con t ro l ,  we bel ieve  that 
pi*occssilig tcc l in iqu~s arc aclccluntc Once t h e  data becomes 
i npu t  t o  thc  system, accuraic  processing w i l l  f o l lov .  Coiise- 
clucntly, i t  is  v i t a l  tha t  co r rcc t  data be introduced i n t o  the 
s y s t c m .  

C .  In vicw 01 t h c  almvc, YIC have riade i t  a point to give 
Auditoz* Gcncrp.?l yeports i n  t h i s  subjec t  matter area the widest 
d i s s e ~ ~ i i n x t i o n .  The h d i - L o r  General rcport covering 36 iiistal- 
l a t i o n s  vas s e n t  to cmmancls A i r  Force-wide for study and 
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co:1’~,‘cc t i v c  ac:l;ion whcre i n d i c a t c d  The Audi tor  Genera l  report 
invol.vii-rg :in ndtlit , ioiial 89 i n : < t a l l a t i o n s  was s i i n i l a r l y  clis- 
tributcd O n l y  by colxntsnt awarencss can the a c c e p t a b l e  l e v e l  
of compctcnce and r e su l -k ing  accuracy  be r ea l i zec l  

3 GAO Concludcs: That greatcr use of piicdctcrmined controls  
would g r e a t l y  ilnprovc nccurncy wi thou t  significant i n c r c a s c  i n  
n d i n i n i s t r a t i v e  c o s t  and t h a t  appropi-iate r e f e r e n c e  material be 
mcie n v s f l n b l c  and uscd (Page 1.4). 

- - - - - - ~  

Comme 11% : 

a. B u i l t - i n  e d i t s  and c o n t i * o l s  are n e c e s s a r y  t o  any sys tem 
and are b e i n g  iitntie an intcp-a1 part  of t h e  s t a n d a r d  Rir Force 
c i v i l i a n  pay sys tem now be ing  dcsignecl f o r  t h e  Phase 11 coni- 
p u t c r  (Burrougiis 3500) * \Yith thc accuracy  and i n t e r n a l  edit 
calxdJilj.-Ly of thc Phmc 11 computer,  we do no t  believe niaiiually 
n ia in ta ined c o n t r o l  t o t a l s  are e i t h e r  necessary 01’ d e n 5 r a b l e .  
I t  is our o p i n i o n  that (1) s u f T i c i e n t  coi i t rols  are being incor- 
p o r a t e d  into t h e  l e a v e  proll;rams c u r r c n t l y  be ing  des igned  for 
t h e  Piixse 11 coniguter system, and (2) t h e  cost of manual con- 
trols v r i l l  g rea t ly  exceed tlic monetary amounts a s s o c i a t e d  vrith 
u n d e t c c t c d  cr1*oi*s. 

b. The lavrs and r c g u l a t i o n s  governing l e a v e  a d n i i n i s t r a t j  on 
w i t h i n  t h e  A i r  Porcc  are contsi.iicd i n  P c d e r a l  Persol ine l  Supple-  
ments 960-1 and 990-2, Air F o ~ c c  R c g u l a t i o u s  40-GO1 and 40-602, 
and Scctioi in G O l l ,  6012, and 6013, A i r  Force  blnnual 40-1. 
These pub l j . ca t ions  are avaIla13le t o  a l l  p a y r o l l  o f f i c e s  by auto-  
niat ic  clistr i b u t  ion upoc r e y u i s i t  i o n  LtirougIi regular d i s t r i b u t i o n  
channe l s .  - P a y r o l l  officcs w i l l  be advised of t h i s  s e r v i c e  and 
w i l l  be i i i s t ruc t .cd  t o  r e q u i s i t i o n  any of t h e  aforement ioned pub- 
l i c a t i o n s  not c u r r e n t l y  i n  t h e i r  P i l c s  * 

4 .  GAO C:i.’ccs: Tlic need Tor i i ic rcased emphasis  on agency 
rcvicws of leavc a d i n i n i s t r a t i o n  (Pages 14 through 16) a 

-.-- 

Coimciit: Yle bellicve t h a t  t h e  A i r  Force has,  i n  fact, p l a c e d  
major emphasis  on ravJ.ew oi l e a v e  a d m i n i s t r a t i o n .  The A i r  Force  
Audi tor  Gzneral, d u r i n g  t h e  time of GAO ’ 6 review (1964-19GS) , 
has spent  xpproximrttcly 150,000 hours  r e s u l  Ling i n  over 400 
rcpor ts  of audit t o  A i r  Force mnii.?gei:ient world-wide on the many 
aspects o.? c i v i  1 i an pcrsonnc 1 a d m i n i s t r a t i o n .  T h i s  i n c l u d e s  
two world-viclc d i r ec t cd  audit efBoi.ts a p p l i e d  at a l l  major A i r  
Forcc bases Cot11 of thcsc audit cfzorts rzpeci l ical ly  covered  
thc r?dcqu;-?cy of acllnin5strat ivc pi-occdures and controls, propriety 
0: lcavc ;I.cciw~.ls, and malhcinaticxl c o r r e c t n e s s  of leave records 
1;otli a u d i t s  also r e s u l t e d  i n  su~nnlary audit- reports to t h c  A i r  
S t a f f ,  tlic first in Deceieber lOG5 and the second i n  hIarch P D G G ,  
Audit  c1for.L; will coiitiiiuc to be applied i n  t h e  aforement ioned 
xrcas mith  cluc c o n s i d c r x t i o n  given t o  audit;  needs hav ing  the 
h ig l i2s t  p r i o r i t y .  
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PRINCIPAL OFF I C  I A I S  

OF THE DEPARTMENT OF DEFENSE AND 

MILITARY DEPARTMENTS RESPONSIBLE 

FOR XAVE ADMINISTRATION MATTERS 

DISCUSSED I N  THIS REPORT 

Tenure of o f f i c e  
From 

DEPARTMENT OF DEFENSE 

SECRETARY OF DEFENSE : 
Clark M. C l i f f o r d  
Rober t  S .  McNamara 

Mar. 11968 
Jan.  1961 

ASSISTANT SECRETARY OF DEFENSE 
(INSTALLATIONS AND LOGISTICS): 

Thomas D, Morr is  Sep t .  1967 
P a u l  R; I g n a t i u s  Dec. 1964 
Thomas D, Morris Jan.  1961 

ASSISTANT SECRETARY OF DEFENSE 
(COMPTROLLER) : 

Robert  C. Moot Aug. 1968 
Rober t  N. Anthony Sept .  1965 
Cha r l e s  3. Hi tch  Feb. 1961 

DEPARTMENT OF THE ARMY 

SECRETARY OF THE ARMY: 
S t a n l e y  R.  Resor J u l y  1965 

ASSISTANT SECRETARY OF THE ARMY 
(FINANCIAL MANAGEMENT) : 

Eugene M. Becker J u l y  1967 
W. B r e w s t e r  Kopp June  1965 

To - 

P r e s e n t  
Feb. 1968 

P r e s e n t  
Aug. 1967 
Dec. 1964 

P r e s e n t  
J u l y  1968 
Aug. 1965 

P r e s e n t  

P r e s e n t  
June  1967 
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PRINCIPAL OFF I C  IALS 

OF THE DEPARTMENT OF DEFENSE AND 

MILITARY DEPARTMENTS RESPONSIBLE 

FOR LEAVE ADMINISTRATION MATTERS 

DISCUSSED I N  THIS REPORT (cont inued)  

Tenure of o f f i ce  
From 

DEPARTMENT OF THE NAVY 

SECRETARY OF THE NAVY: 
- P a u l  R. I g n a t i u s  Sept .  1967 
Charles F. Baird  ( a c t i n g )  Aug. 1967 
Rober t  H. B. Baldwin ( a c t i n g )  J u l y  1967 
P a u l  H. Ni tze  Nov. 1963 

ASSISTANT SECRETARY OF THE NAVY 
(F INANC IAL MANAGEMENT : 

Charles A. Bowsher Dec. 1967 
Vacant Aug. 1967 
Cha r l e s  F. Baird  Mar. 1966 
Vic tor  M e  Longs t ree t  Aug. 1962 

DEPARTMENT OF THE AIR  FORCE 

SECRETARY OF THE AIR FORCE: 
D r .  Harold Brown O c t .  1965 

ASSISTANT SECRETARY OF THE AIR 
FORCE (F INANC IAL MANAGEMENT) : 

Thomas H. Nie l son  Jan .  1968 
Leonard Marks Jr. June  1964 

To - 

P r e s e n t  
Sep t .  1967 
Aug. 1967 
June 1967 

P r e s e n t  
Dec. 1967 
J u l y  1967 
Dec. 1965 

P r e s e n t  

P r e s e n t  
Dec. 1967 
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