
UNITED STATES GENERAL ACCOUNTING CMCE 
WASHINGTON,D C 20548 

INTERNATIONAL DlVlSlON 

APR 1519704 

Dear Mr. Macombsro 

We have exam&ned a slgrlsoted mmber off the Department of State pay 
and allowance reoordhl for the period January I&, 3968, through January 11, 
1969# and the time and attendance and leave records for the carreap+?- 
leave year, Such records were applicable to employees payrolled by the 
Department+s payroLl offioe in Washington, D. C., ao well a~ Ar+~&.oan 
Foreign Service personnel payrolled at foreign po&s, accluafve of those 
paid by the Regional Finance and Data Processing Center, Paritl;, Prance. 

Our review indd.cated that need exista for improvement8 in the 
maCntenanee of time and attendanae and leave records in both Washington, 
D. C. and overseas posts. In thirst respect we found that numerous cleri.cal 
errora had been made in the maintenance of suoh reoords, 

We found that the payroll functions, such as detenaination of salary 
ratea and processing salary cheeks, generally were performed satisfaotob 
rily. However, we tid note a few instances of incorrect payments due 
prd.marQy to dertain provisions of the Department+e regulations not being 
followed; thus, we have issued exceptions in the amount of $905.50. 

Details of our findings together with our conclusions and recom+nen- 
dations are eet forth below. 

Need fo-r Detter Hafntenanca 
of Payroll Records 

We exta+ed the payroll and leave recordrs of 300 etnployeee lselected 
at random, in acoardance with scientifx sampling techniques, from lieter 
of 13,117 employees payrolled during the 1968 leave year, These 300 
employees conrsieted of I@$ asrsfgned to Washington, 78 aesigned to foreign 
posta, and 37 assigned to officee at both locations during the 1968 leave 
year. 

Our r0view of the erefected payroll recorder maintained in Washington 
and over~~eas locations disclosed actual clerical inaccuracies valued at 
$5,295.60, as follow5r 



. Value of Errors 
Type of aroy combined 

Omr&at6unfmt UndwtiatmQnt T&al 
1. ErrQnsous posts from 

T&Arecordstoleave 
reCOrd$. 
a. fncome~t &arges to 

leave records $1,231*44 
b. Fadure to charge ior 

leave taken by 
employess 1,189.27 

Failure to charge for all 
leave shown on T&A's and 
other recorb and for 
excem travel time. 263.76 
Failure to reduce leave 
balance to leave ceiling. 
Arithmetical error(e). 134t?, . _- 

$161.52 $1,3Y2.96 

-?r 
15.80 1,205*07 

2. 

3. 

4. 

5. 

-o- 263.76 

-FO- 1,485.71 
N -o- - r 42.60 

Sub-totals &212.78 
overpayluent oft 
a. Salary 
b‘T8mpUrarg Lodging 
c. Quarters Allowance 
d. Optional Insurance 

$177.32 $4,390.10 

115.20 
59SO 

520.80 
210,OO 

Total value of errors noted $5,29$60 

The amounts shown above represent 23 errors found in our audit, of which 
12 occurred in Washington and I1 occurred at overseas posts. 

Based on the results of our review, we estimate that from 4.7 percent 
to 10.7 percent of all payroll records for the petiod reviewed contained 
errors. Furthermore, if the incidence of error disclosed in our review 
ia typical of the inaccuracy of the total 1968 payroll records, we 
estimate, with 95 percent confldmce, that the aggregate number of errors 
in said recor& are from 610 to 1410, with a dollar value of from $YO,l40 
to $372,940, 

- We conclude that in conjunction tith the need for DeparUent of State 
timekeepers to devote more time and attention to the maintenance of 
accurate time and attendance and leave records there is an apparent need 
for closer supemsion of work perfomed by these employees. 

Accord2ngly, we recommend that the Departmmt of State timekeepers 
An both WashUgton and overseas posts be informed of the type of errors 
disclosed here&n and instructed 5.n the proper maintenauce of time and 



att%ndanoe and leave r%cM.wd& a% w$ll &uI the app22cat2on Isf pertinmt Laws 
aad rqulatbn~, We further z'emmmd that the mpervisorbs~ of personnel 
abMW.ng payroll reoords be nads more aware of their supemisory 
respons3,bClLty and when necessary advised that such responsibility is 
to be perfomed in other than a perfunctory maunsr, 

Meed few Pe&3diu Interna Review 
of PayqQ.4 Records 

A report dated September 20, 1967, and released by the Departmmt 
of State internal Audit Staff shows that bawd on an examination of a 
selected umber of 1966 Leave records there was a hxgh peroentage 5f leave 
errors occupsZng during that leave year. However, we found no evidtsnce 
of an %rMmal au&t of such records having been perfomed in subsequent 
years. 

Aacordingly, we recommend that the Internal Audxt Staff extend its 
audit a&&v&ties to include periodic reviews of Departmental leave 
r%CXWCb. 

The above matters have been brought to the attention of, and 
discussed with, appropriate officials in the Departmeut~s Bureau of 
AcimLnistraticm, Financial Semces, and we have been advfsed of action 
b&g taken to correct the errors noted in our renew. Embers of our 
staff till be available for furthers discussion with you, or your 
representatives, and to provxde additional detail information concerning 
matters included herein. Emr comments on these matters I&U be 
appreeSate& 

We wish to express our appreciation for the courtesy and cooperation 
extended to our staff during this renew. 

Sincerely yours3 

Assistant Director 

The Honorable William B. Nacomber, Jr. 
Deputy Under Secretary for Administrataon 
Depa&mt of State 

-3-J 




