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Background
• On April 4, 2012, a parent of a job bank

employee reported, to Parks and Recreation, a
discrepancy with the income earned reported
on her daughter’s 2011 W2.

• Research conducted by Human Resources
showed the employee’s hours worked were
continuous for 2011 and checks were issued
accordingly.

• The parent told Parks and Recreation it was
impossible for there to be continuous hours for
2011 because her daughter had been away at
college.
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Overview - Payroll Scheme

• Location Supervisor approved falsified timecards

• Timekeeper entered falsified time into SAP to trigger
issuance of payroll check

• Authorized Approver failed to review the time;
approved and released time in SAP without
validation

• Timekeeper picked up printed checks

• Timekeeper or Supervisor cashed checks at a local
Immokalee business
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Audit Limited Scope
• 100% testing was completed for job bank employees who received manual

checks from Immokalee Sports Complex (IMSC) and Immokalee
Community Center (IMCC) during the testing period August 29, 2009 –
March 23, 2012.

• Employees not selected include job bank employees receiving direct
deposit, regular full time employees, and regular part time employees.

• 25 job bank employees were tested (28 employee identification SAP
numbers).

• When employees worked in multiple locations, only timecards from IMSC
and IMCC were tested.

• Timesheets were excluded from testing because they were not considered
source documents.

• Limitation – Parks and Recreation was unable to provide a portion of the
internal time schedules, employee timecards, and timesheets for the
testing period.

• Testing relied on the timecards that should have been certified by the
employee and the supervisor. 4



Audit Findings

1. It appears payroll theft and/or forgery has
occurred and the potential for theft may still
exist.
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Payroll Check Endorsement 8/19/2011

Job Offer Memo Signature 6/6/2008 IT Attestation Signature 1/10/2007

Payroll Check Endorsement 7/9/2010

Examples of Inconsistent Signatures
Alyssa Navarro Adan Hernandez
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Payroll Check Endorsement 10/15/2010

Job Offer Memo Signature 5/12/2008 Employee Acknowledgement 6/4/2007

Payroll Check Endorsement 12/23/2009

Examples of Inconsistent Signatures

Melinda Sue Manzano Elizabeth Ann Cervantes

1. It appears payroll theft and/or forgery has occurred
and the potential for theft may still exist.
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Payroll Check Endorsement 11/23/2011

Temporary Appointment Waiver 4/8/2009 Loyalty Oath 4/8/2009

Payroll Check Endorsement 9/3/2010

Examples of Inconsistent Signatures

Stephen Herrera Marcos Ocanas

1. It appears payroll theft and/or forgery has occurred
and the potential for theft may still exist.



2. The time entry process lacked management
oversight.
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Overlapping Hours-not possible to be in two places at once.
Missing Signature; Pay Discrepancy

Immokalee Community Center

Immokalee Sports Complex



• Authorized approvers did not inspect
timecards when approving them in SAP.

• Undetected - Employee reported
duplicated, overlapping hours.

• Undetected – Employees submitted
multiple timecards for the same pay
period containing conflicting
information.

• Undetected – Timecards contained
calculation and input errors, overtime
errors, blank spaces for information,
alterations, corrections approved by the
supervisor and not the employee, no
employee signature, and/or no
supervisor signature.

• When policies are not followed, it
leaves the opportunity for theft/fraud,
documentation discrepancies, and
exposes the County to possible loss.

9

2. The time entry process lacked management oversight.
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“Prior and subsequent to this incident,
the regional managers and supervisors
were providing management oversight
of the timekeeping process, though
adherence to County and departmental
procedures was not consistent across all
of the supervision groups…”

Parks and Recreation Management Response

Internal Audit Response

Our audit did not indicate this was an
isolated incident with the terminated
supervisors, but a broader department
issue warranting full review.



Time Entry Process Steps for Segregation

1. Location supervisor approves the
employee’s timecard

2. Timekeeper enters the timecard
information into the payroll system (SAP)

3. Authorized approver reviews, approves,
and releases the time entered in SAP

4. Checks are picked up from administration
and distributed to employees
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3. Parks and Recreation staff did not follow the established
practices for segregation of duties for the time entry process.

General Exceptions

• Immokalee Community Center’s (IMCC) location
supervisor is the timekeeper

• Timekeepers have reviewed, approved, and
released time in SAP

• The regional manager has approved/signed
employee timecards and reviewed, approved,
and released time in SAP

Immokalee Sports Complex did
not have proper segregation of
duties to prevent, detect, and
control the opportunity for theft.

Immokalee Sports Complex Exceptions

• The timekeeper entered hours into SAP and was
responsible for distribution of checks

• The authorized approver did not observe and
validate the physical timecards when reviewing,
approving, and releasing the time entered in SAP



4. It appears employees have been improperly paid
as a result of calculation and input errors.

• There were 639 time entry
errors detected

• 303 input errors

• 330 calculation errors

• 6 other errors
– i.e. payment for holidays,

overlapping hours, or time-in
and time-out errors
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Without proper review and
management oversight, the
County may be exposed to a
liability or loss.



4. It appears employees have been improperly
paid as a result of calculation and input errors.
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“Calculation Error”

Appears Employee was
underpaid 36 hours at
overtime rate



4. It appears employees have been improperly
paid as a result of calculation and input errors.
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“Calculation Error”

Appears Employee was
overpaid 5.0 hours

Note: The employee did not properly sign the
timecard



4. It appears employees have been improperly
paid as a result of calculation and input errors.
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“Calculation, Input
& Overtime Errors”

Appears the employee
was underpaid by 12
hours; 4 should be
overtime rates
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“Input Error”

• Employee &
Supervisor certified
actual hours = 6.0

• Time Keeper entered
24.0 hours into SAP

• Authorized approver
released in SAP

• Employee was
overpaid 18 hours



17

“Input Error”

• Employee & Regional
Manager certified
actual hours = 0.5

• Time Keeper entered
3.50 hours into SAP

• Authorized approver
released in SAP

• Employee was
overpaid 3.0 hours

3.50
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“Input Error”

• Employee & supervisor
certified actual hours =
13.5

• Time Keeper entered
0.0 hours into SAP

• Employee was
underpaid 13.5 hours



Parks and Recreation
Management Response
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Actions:
• Establishment of a central, ongoing

post-audit of payroll records for each
payroll period

• When errors are detected, they are
promptly corrected in the next pay
period

• New procedures will be formally
memorialized through a CMA to
outline responsibilities



Internal Audit Response
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• Parks and Recreation responses appear to
minimize the amount and severity of the
problem

• A total estimated calculation for 25 job
bank employees has an absolute variance
of $24,496.05 based on under / over
payments

• Estimated under payments = $13,746.97

• Estimated over payments = $10,749.08

• If the limited scope problem is pervasive
and persistent, the potential additional
amount of improperly paid employees
could be significantly larger



5. It appears Parks and Recreation has not complied
with the Fair Labor Standards Act, CMA 5341, or
PM002 for overtime payments.

• There were 90 overtime
errors detected

• 9 input errors

• 77 calculation errors

• 4 employees working at
multiple locations
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5. It appears Parks and Recreation has not
complied with the Fair Labor Standards Act,
CMA 5341, or PM002 for overtime payments.
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• It appears the employee worked 6 hours of overtime but was paid at the
regular rate instead of the overtime rate

• 46 hours were reported in week 2 of the pay period
• 6 hours were reported for Immokalee Community Center
• 40 hours were reported for Immokalee Sports Complex

• It appears the timekeeper entered the time without changing the wage type
to overtime, the final approver (regional manager) approved the time
entered into SAP without discovering the error, and Payroll overlooked the
error when completing payroll audits.

Week 2 Total = 46 Hours
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“Staff does not anticipate that this
exercise will uncover significant unpaid
balances.”

Human Resources
Management Response

“The organization, in compliance with FLSA,
must pay overtime or, when appropriately
noticed in advance, provide the equivalent
number of hours of compensatory
time...regardless of whether it has been pre-
approved by management.”

Actions:

• Provide training to Parks and Recreation for
requirements

• Review and complete necessary corrections

• SAP enhancements for approval, as funding
is available

Parks and Recreation Management Response
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• Parks and Recreation responses appear
to minimize the amount and severity of
the problem

• A total estimated calculation for 25 job
bank employees for overtime reflected
on the employees timecards is $3,395.14
(under payment)

• While the value may not be considered
material for financial statement
purposes, the lack of controls for review
and calculation for overtime can lead to
more significant issues

• If the limited scope problem is pervasive
and persistent, the potential additional
amount of improperly paid employees
could be significantly larger

Internal Audit Response to Parks and Recreation



6. Original time entry documents (i.e. employee
timecards) were altered and corrections were not
properly approved by employees.
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Same Ink

Same Ink

• White-out was used on
the timecard

• It appears the supervisor
altered the time card and
the employee did not
initial the changes

• Timecard was not
properly calculated
(weekly total hours
should be 16.5)

Unauthorized alterations circumvent the controls in place that
ensure accuracy and legitimacy of the reported time

Week 1
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• In numerous cases for the audited time
period, timecards submitted contained
alterations for actual time worked, not only
the time submitted in advance as estimations.

• Regardless of the pay period schedules, all
time should be reviewed for accuracy.

Internal Audit Response to Parks and Recreation

Parks and Recreation Management Response

“The alterations on the time cards were the
result of correcting projected time that had
originally been submitted in advance in order to
meet the payroll period deadlines in question.”

Actions:

• Re-trained supervisors for the requirements of
time card entry and review

• Post-pay audit of each payroll submission

• Further standardization of the process



7. Employees did not properly complete or sign timecards.
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Unsigned

Week 1
• Employee did not sign either side of

the timecard

• Employee ID # was left blank

Employee # Blank

Unsigned

Employee # Blank

Week 2



7. Employees did not properly complete or sign timecards.
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Unsigned

Week 1

• Employee did not sign either
side of the timecard

Unsigned

Week 2

When employees do not certify
and sign approving the timecard,
the timecard is unreliable. This
can cause discrepancies in
documentation and inaccurate
payments.



Time out and
time in entry
are conflicting
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7. Employees did not properly complete or sign timecards.

Inaccuracies lead to miscalculation of hours paid.



• Employees must sign both sides
of the time card

• Correction must be initialed by
the employee

• Do not use white out

• Supervisor must review both
sides of the time card and verify
information accuracy
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Parks and Recreation Policy PN0003
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• In numerous cases for the audited time
period, both sides of the timecard were
unsigned by the employee

Internal Audit Response to Parks and Recreation

Parks and Recreation Management Response

“…the Department acknowledges that there
were instances where employees did not sign
both sides of the time card and instead relied
on signing the card on one side as sufficient.”



8. It appears employees have not been
provided benefits for hours worked.

• 25 job bank employees were tested and 3 employees had 2 SAP (employee ID)
#’s – approximately 12% of the population.

• Each employee had 1 SAP # as a regular part time employee (20 hours per week
with benefits) and a 2nd SAP # for any additional hours worked above 20 hours
per week) without benefits.

• Regular employees accrue vacation and sick time, personal time, receive
holiday pay (pro-rated by % of hours worked), health benefit rates, and FRS
pension plan benefits based on the hours worked.

• As an employee works more hours, they would earn/accrue additional benefits.

• It appears by paying an employee as a job bank employee (without benefits) or
straight time overtime rates when they were hired as a regular part time
employee with benefits, the employee may not have received benefits that
have been earned for the additional hours.

• This could expose the County to possible grievances, litigation, and/or liabilities.
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“…The Department concurs with the recommendation
to discontinue this practice and no longer does so.
Care is provided to ensure that employees who are
working at or close to 40 hours are provided all
appropriate benefits..”

“…Employees who are permanent part time and work
another temporary position, typically in the summer,
will be identified and compensated if required for FRS
benefits.”
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• All applicable benefits such as accrued leave or
other benefits should be reviewed in addition to
FRS benefits.

Internal Audit Response to
Parks and Recreation

Parks and Recreation Management Response



9. It appears non-exempt
employees have not received meal
periods, and if they receive a meal
period, they have not been
relieved of job duties, a violation
of CMA 5345.

D. CMA #5345 states “Meal
Periods: An unpaid meal break of
at least 30 minutes, but not more
than 60 minutes, shall be given
during the work day. Nonexempt
employees are prohibited from
performing any work during their
meal break…”
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• The exceptions were noted for all types of job bank
employees not limited to childcare or lifeguard
positions.

Internal Audit Observation

Parks and Recreation Management Response

“The Department generally affords meal breaks to
employees, excepting only in instances where it is not
logistically feasible. Employees associated with child care
programs are unable to take meal periods according to
existing CMA’s due to operational needs and in the case
of summer camp counselors who eat with the children as
a part of the programming.”

“This practice is consistent with and permissible under
FLSA standards.”

“The department will work with Human Resources to
establish a written policy concurrent with Park and
Recreation operational needs.”



• Timecard = Immokalee
Sports Complex (IMSC)

• SAP = Immokalee
Community Center (IMCC)

• IMSC location supervisor
certified the timecard
indicating the employee
worked at IMSC, not IMCC

• It appears the employee
worked at the IMSC
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10. It appears employees hours worked were allocated to
the wrong costs center.



11. Cost distribution / allocation for payroll
expenditures have not been properly recorded.

• In SAP (payroll system) the highest
allocation level for payroll expenditures is
IT27 cost distribution

• When IT27 Master Data is entered into SAP
for allocation, the payroll expenditure will
automatically post according to the IT27
cost distribution

• IT27 is not a required entry

• The timekeeper enters time worked into the
CAT2 time entry screen

• The entry should reflect the physical
location where the job bank employee
worked
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11. Cost distribution / allocation for payroll
expenditures have not been properly recorded.

SAP Posting Hierarchy:

1. IT27 Cost Distribution

2. CAT2 Time Entry

*SAP will post according to the IT27 Cost Distribution
when there are entries in both screens

Exception:

The CAT2 Time Entry reflected time worked at North
Collier Regional Park, but the time worked posted to
the Immokalee Sports Complex because the employee
had an IT27 cost distribution.
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Expenses have been expensed to the wrong
location. This may cause financial information to
inaccurate.



Example:
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Time Entries from 1/29/2011 – 2/11/2011

Total Hours = 50.50 hours; Immokalee Sports Complex = 41.50 hours;
North Collier Regional Park = 9.0 hours

IT27 Cost Distribution = 100% of time allocated to cost center 156349, Immokalee Sports Complex

Finance Records = 100% of time (50.50 hours) was allocated to cost center 156349



12. The timecards do not appear to match the after period
adjustments made for payroll and lack supporting documentation.
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• 4 hours
entered
after period
ended – not
reflected on
time card
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13. Inactive job bank employees have not
been terminated in a timely manner or in
accordance with the job offer memorandum.

• 40% of the population (4 of 10) job
bank employees tested for termination
dates were not terminated when
inactive

• 5.3% of the population (1 of 19) job
bank employees tested for inactivity
periods was not terminated when
inactivity exceeded 120 days

Findings:

Retaining inactive employees can
create the opportunity for fraud/theft
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Parks and Recreation Management Response

“The hiring and screening of each employee is labor
intensive and costly process. As such, the
Department is not prepared to implement a policy
were all temporary employees are terminated and
immediately removed from the system at the end of
a given assignment…”

Internal Audit Response to Parks and Recreation

The Internal Audit Recommendation did not
include immediate removal of inactive
employees from the system, but immediate
inactivation to prevent unauthorized payments.

Continuing inactive employees as active
employees, even for one pay period, enables
unauthorized payments.



14. There is a lack of an audit
trail and it does not appear the
department complied with the
State of Florida General Records
Retention Schedule.
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Parks and Recreation Management Response

“The Department does require records be kept
in accordance with Florida Statute. Personnel
associated with payroll discrepancies at
Immokalee Sports Complex have been
terminated from County employment.”

Internal Audit Response to Parks and Recreation

Missing records were not isolated to
Immokalee Sports Complex.

Based upon the audit, all locations should be
consistently reviewed for proper records
retention.
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15. Information and/or statements
provided are inconsistent.

Behavioral Action Plan:
“…As a result of the conference call,
and with Joe and Michael being unable
to explain the discrepancy, Barry
Williams requested both Joe and
Michael immediately proceed to North
Collier Regional Park (NCRP)
Administration office to discuss the
discrepancy.”

Concern: The Behavioral
Action Plans are inconsistent
with the recollection of
events.
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15. Information and/or statements
provided are inconsistent.

Parks and Recreation staff
Recollection of Events:
“…Joseph Boney said he had spoken with
Alyssa Navarro and she consented to him
entering false hours into SAP and taking the
money through her paychecks…
“…he was having ‘issues with his house’ and
needed the extra money”

Concern: The Behavioral Action Plans
are inconsistent with the recollection of
events.

Accurate records are critical when
interviewing people for suspected
fraud/theft.
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15. Information and/or statements
provided are inconsistent.

Behavioral Action Plan:
“Joe Boney met with Barry Williams, Doug
Hendley, Security Chief, and a Human
Resources staff member on April 4,
2012…”

Concern: The Behavioral Action Plan
does not specify who in Human
Resources was present.

When acts of this nature occur, as
many details as possible should be
included in final documentation to
ensure the records are thorough and
accurate.
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15. Information and/or statements
provided are inconsistent.

The endorsed check issued on
1/6/2012 to the job bank employee
was deposited into the job bank
employee’s account and appears
suspect:
1. The endorsement signature appears

inconsistent with the job bank
employee’s signature on file;

2. There is no timecard for the job bank
employee for the time period when
other employees had timecards
available; and

3. Two employees documented Joseph
Boney’s statement that the job bank
employee consented to the payroll
arrangement.
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CONCLUSION

• It appears there is a systemic lack of
supervisory and management oversight and
control over the time entry process.

• Without a proper audit trail and review of
the time entry documents, the County is
exposed to errors, fraud, loss, and liability.

• Immediate action is needed to protect
County assets and correct the time entry
and submission processes.

Audits do not relieve management of their
responsibilities. It is the ultimate responsibility
of management to understand and implement
the proper controls.
The Clerk’s Office may suggest
recommendations in audits, but it is the
ultimate decision of management to formulate
and implement controls for operations.



Thank you
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