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puring fiscal year 1976 the Postal Service employed
about 679,000 people and incurred personnel costs of sbout $12
Billion. Elthough noc major weaknesses were fcund in the payroll
system, some deficiencies in procedures were identified.
Suggestions were cffered for improvements in design of a new
system. Findings/conclusions: The computerized time and
attendance systee, the Postal Source Data System, did not have
adequate controls of badges and authorizers to preclude improper
pay authorizatinns and adjustments. Employees'! separaticns and
transfers were not always promptly recorded in payroll files,
resulting in some srrorneous payments. Improvesents woetld result
from: (1) incorporating prograamed controls into payrell
prograes; {(2) increased involvement by the Office of Audit in
computer system design and progras changes; {3) strengthened
procedures for computer security; (%) one master pay trecord for
each employee; and (5) adoption of advanced data entry wmethods
focr making changes in master pay records. (HIW)
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During fiscal year 1976 the Postal Service

employed about 679,000 people and incurred

personnel costs of about $12 billion.

Our review did not show any major weak-

nesses in the Postal Service's payroll system,

however, GAO believes that several changes

could be made to improve payrol!l operations.
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UNITED STATES GENERAL ACCOUNTING OFFICE
WASHINGTON, D.C. 20548

GENERAL GOVERNMEKT
DIVISION

R-114874

The tonocrzble Benjamin F. Bailar
Eostmaster General
United States Postal Service

Near Mr. Bailar:

We rscently completed a review of the Pecstzl Service's

pavroell stem. At the conclu<ion of our review we were
aorrised of Postal Service's rlans to redesian its ravroll
systemr and that a contract was let to asesist it in the ro-
design effort.

Cor comments and findings are beina made available to the
Postal Service for its consideraticn in the desian of the new
svetem. %e have had discussions with officials in the Finance
l'epartrent to accuaint them with the more important findirae
recsultinag from our revicw.

Our review did not show major weaknesses in the Postal
Service's pavroll system. We believe, however, that several
chanaes coculd be made to improve pavroll overations.

m

Cories of this revort are beina sent to the Senate and
Hoise Committees on Aprrovrriations, on Government Orerations,
ths House Committee on Post Office and Civil Service and the
Senate Committee on CGovernmental Affairs. Copies are aleso
beina sent to the Director, Cffice of Management and Budaet,
and to 1 of the Gecvernors of the United States Postal Service.

Sincerely yours,

Victos L. Lowe
Director
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U.S8. GENERAL ACCOUNTING CFFICE REVIFW OF
REPOET TO THE POSTAL SEPVICE'S
POSTMASTER GENERAL PAYPOLL SYSTEM

U.S. Postal Service
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The Postal Service employed about 679,000 people
during FY 1976 and operates over 40,000 post offices,

stations, and branches throughout the 50 States and

several 0J.S. territories. About 86 percent of the

Service's operating coste are for employee vay and

benefits. Fiscal year 1976 persconnel costs and fringe

penefits were $12.0 billion of the Service's total costs

of §13.9 billion. The Service makes extensive use of

computer ecuipment in ite payroll system.

i

GAO reviewed the Service's payroll nrocedures and

internal controls to determine their reliabilitv and to
identify possible control weaknesses. GAC found oropor-
tunities for some improvements in controls and is offering
its comments and findinags to the Service for consideration
in the desian of a new pavroll system currently underway.

GAO found that:

--it would be relatively easvy to make unauthorized
pay authorizations and adjustmentse in the Postal
Source Data Svstem, a comptterized system used by
about 340,000 pvocstal emplovees to report their time
and attendance (see p. 3.):

--employees' serarations or transfers are not always
promptly recorded in payroll files, thereby, resultina
in some erroneous payments (see p. 6),

GAO also noted that several payrcll related areas had opvor-
tunities for improvements. These are: .

v

everal programmed controls could be incorvorated into
he comouterized pavroll programs to provide areater
surance that improver payments are not made

ee p. 10);
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--the Office of Audit could strenathen its audit coverage
of computerized systems by increasing its involvement
in computer system designs and orogram changes
(See p. 11);

Jear Shaet. Upon removal, the report GGDhb=77-317
cover date should be noted hereon. = 8




==the Service could strengthen its nrocedures
for computer security and update its disaster
contingency plans (see . 12);

=-the current pay system is desianed in a manner
which allows some employe=es to have multiple Pay
records, which has resulted in some erroneous
payments. The establishment of one master oay
record for each employee could eliminate thisg
problem (see pb. 13); and

--the adoption of advanced data entrv methods to
make changes to employees' master pay records
could possibly result in (1) reduced processina
costs, (2) faster oprocessing of transactions, and

(3) the elimination of the generation and scracring
every two weeks of tens of thousands of nunched cards
(see p. 15}.

GAO's comments and findinas are being made available to the

Service for its consideration in the desian of its new
payroll system.
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CHAPTEPR 1

INTROCUCTION

The Postsl S emploved 0 people du

FY 1976 2nd opst sr 40,000 =, statlons, El
branches throughout the 50 States = e
== na costs are for
3&3: cersonnel costs
Service's totsl

The Service's pavroll is processed three computer
ems located in the Postal Data Cent {P0OC) at San Rrung,
fornia; Mi sclis, Minnesota; a York, MNew York.
Two systems are utilized for recorting emclovee time and
zttendance (T/A}. &Approximately one-ha of the emplovees
are on each system The first system, —-called manual
svstem, uses timec s, which are preounched and preprinted
=t the PDCs. About 340,000 timecards for each emplagéﬁg
sre Drﬂharﬁd every Z%é W%Eks and qnnt i emnloyee's ovlacs
of employment. At the end of each rav riod, the T/A informs
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r
ters to determine ¢t}

processed on com

o

tion is kevpunched
vloyee's pavy.

The second T reporting system is computer-operated
system installed 117 of the Service's largest postal facili-
ties. This is known as the Postal Scurce Data System (PSOES).
Employees under PS record their T/2 nserting a vplastic
badge into a readi device connected corputer to record
the beaginning a&é ding of work period Thn T/A information

transmitted ov telechone lines @f the 117
2tal facilitl gmouters that /A informati

At the close
ed to the PDCs
'P same for er

timecard sy

Dav period,
at the PDCs,
under PSDS as for

th@ two we

- the Service its nmavroll

te IBM 370/158 3 r system. The

7io een processed ¢ Eonevwell comrou

il 6, the Service acted with 3
r56951qn lts e svstem to obta &F utlllzatlsi
its new high-sp omputers.




SCOPE_OF REVIEW

Cur review was mads 2t Postal Headouarters in ¥Washinaton,
D.C., at the three PDCs; at the St. Louis Autcmatic Data
Processinag Center; and at cost offices located in or neer
Washington, D.C.; St. Louis, Missouri; and San Francisco,
California.

We cbserved time and attendance activities =zt vost cffices
under each reportina system--PSDS and the manual svstem using
timecards, reviewed the pnavroll system design, tested computer
proagrammed controls, and observed computer oprocessing of the
vayroll; made computer analvses of infcrmation in the automated
master payroll files containing over 800,000 records for all
postal employees; and conducted detailed invectigations at the
three PDCs of questionable cases identified in our comobuter
analysis.




CHAPTEF 2

IMPPCVEL CCNTROL!

——— i —

IN THE_POSTAL SO

The Service's PSDS does nct have adeacuate controls to
preclude imoroper vay authorizations and adjustments.
We found that:

--the computer system accepts non-valid authorizer
badaes,

--a complete list of authorizers was not available,

--there is an over-issuance of authorizer badges, and

--not all transacter devices used to enter pay authori-
zations and adjustments into the system were located

in full view of sucervisocry oersonnel.

PSDS ACCEPTS NON-VALID BADGES

There is no programmed contrcl in PSDS that is able to
aistinguish a valid from a non-valid authorizer badge. 1Inp
cur test, the system accerted & badge made from a standard
punchcard. It 21so accepted an authorizer badge made by the
Service but containing the social security number of a CaO
auditor. With this badae we wers able to authorize and report
the beainning and ending of a work day, including overtime, and
authorize pay at a hiaher than normal level.

Lata is entered into PSDS by the use of employee badges,
badae readers, transacters, aiw alphanumeric devices located
at the nost offices. Emplovees tc be credited with overtire,
pay at a2 higher than normal level, and leave must first have
an authorization for such entercd into PSDS before credit will
be agiven the employees by the m. The emplovee's badae,
along with the aporornriate authorizer's badae 1/, is inserted
into a reading device called a transacter and transmitted
through the system to be recorded on the emplovee's record.

Service officials stated
adjustments made with invalid t
supervisor's review of reoorts generated bv the system. Heo
th~ Service's internal auditcrs ve reported at several leoc:
‘‘hat proper examination of these revorts is not beina made by

improner authorizations or
dges would be caught by the

1/ Each authorizer is 1issued 14 badges, one for each day of the
pay period.
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confirmed this findina.
nost cffice and found that
contain evidence of suner-

We examined thec
26 vercent of th
visory review,

ct maintzin an adecuate control list of

gnated as suthcrizers to enable the de-

vay istments. PSDS vrovides a2 comrouter
identified as such by the system,

rivzers are identified on the computer 1list.

we found about 65 emocloyses who were

ers but were not on the list. Althcuagh

nct identified bv svetem 3s authorizers, these emvlovees

had authorized ovav ustments, We believe the system shculd

include controls to creclude adjustments by anyone other than

an authorizer.

The Service
emecloyees who are
tection of uvnauthoriz
1 of authecrizers
However, nct all autho
At three vost offices
designated as author

are

I? WI\ W w

A Lossible ex: ation for thece omissions mav be due to
a built-in fault he PRLS sysrem which allows for the in-
advertent reroval of the -uthorizer code from the master record.
The location on the oDunched card in which the suthorizer identifier
is contained is alsc used to identify the vav record for ether
urposes. The same ¢ card location is used tc vlace & "hold"
on a T/A repcrt bevend *the nermal transmission time to the PDC,
and it is 2150 used to indicate 2 without-pay status. Use of
either specizl ccde will rercve the authorizer identifier desiona-
tion from the data fi z.me cases where this occurred,
the identifier was nct recstored [ or subsecuent pav veriods.

Ccv
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—ISSUAKCE ‘HCRIZER BALGES

We be isve there is an over-1issuance of authorizer badges
at some postal facilities. At our recuest, the St. Louis
Automatic Data Processing Center conducted a srecial analvsis
of 69 authorizers at the St. Louis Post Cffice who had not
used their badges for a six-week period. The St. Louvis Center
search=d their computerized files of some 365 asuthorizers toc
determine how frecue v the cselected authorizers vsed their
badges in a cne-year oeriod. Tiirtv-fsar authorizers did not
vee their bad ! vthorizers usad their badaes less
than six timec ut 10 oercent of the authorizers at

not need their badaes, The QOffice
rted on the over-issuance of auvthorizer
=3 id a8 2 result the number of

Ea

imoortance of nreventina
olovees. Postal instructions
iegated the authority by
iocrizer badces, and all lost

s
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badaes must be promptly reported to authorities, Lost badqge
cases have toc be documented to minimize the oossibility of
their improcer use. Badge punch devices and blank badaes are
required to be keot under lock and kev.

Transacters Fot Located
In Full View Cf Supervi

The Service does not provide adeocuate control over its
transacters--an electronic reading device used in conijunction
with an authorizer badge to adjust or enter emplovee pav
information intc the PSDS. 1In visits to four rost offices
using PSDS, we observed a transacter at each cffice which at
times is not in full view of sumervisory mersonnel and there-
fore accessible to unavthorized nersonnel. For example, we
found a transacter located in an unattended room above the
workroom floor and another transacter was located in an area
where the letter carriers case their mail, but is unoccupied
for parts of the day. The Office of 3udit has also reported
on the problem of improper location of transacters.

Conclusion

—— e ————

Given the ease with which authorizesr badgqes can be made,

the lack of controls in the system to identify valid authorizers,

and the out-of-sight location of some transacters we believe
the Service should design its new payroll system to overcome
the cited internal control weaknesses.




CEAPTER 3

NEED_FCUP_PROMPT RLCORDING

CF CHANGES IN EMPLOYEES'

PAY STATUS

Employee sevarations or transfers are not always promptly
recorded in the payroll files. As a result, some persons who
had separated or transferred were being carried in an active
pay status on the PDC's comruter payroll files resulting in
the issuence of pavchecks.

The Service's pay system provides for three types of pay
status: (1) active or currently employed, ({2) a vending status
used for personnel who were serarated from emplovment and are
awaiting final rayments for unused annual leave, or persons
on leave as a postal union official, and (3) records in a
terminated status which are purged each year from the active
file after W-2 forms are issued.

SEPARATIONS OR TRANSFERS
NOT TIMELY PROCESSED

We found that several thousand records had not been
removed in a timely manner from an active pay status after
employees had been separated or transferred. In some cases,
timecards were being sent tc the former emplovee's place of
employment for almost a vear after the separation date.

In some cases paychecks were orevared.

Our computer analysis of the Service's master payroll
file disclosed that over 87,000 records were in a terminated
status. A representative sample was examined to determine
the timeliness of removal of pav records from an active pay
status toc a terminated status. The table followinag shows the
results based on a prcjection of our sample.

RANGE_OF TIME RECOPDS
WERE CARRIED BEFORE ENTERING
“TERVMINATED STATUS

8 weeks
Types of Xy 1-2 2=-3 Over
employees 1 year- vears years 3_vears Total
Full time 1437 45 2 = 1484
Part time 3627 1085 689 2343 7744
TOTALS 5064 1130 691 2343 9228

——— ——




We also identified 44 emplovees
time records on file. Host of these
who had transferred from cne oostal f:
a transfer occurs, the PDC should ter
assigned to the losing postal facility
for the gaining pcstal facility. The time
records of the losing facility were terminat
identified by us are shown below.

two active full-
volved emplovses
to another. Wwhen
e record formerly
epare s new record
apsed before the
i in the 44 cases

TIME LAPSE IN
TERMINATION OF OLD PAY RECORDS

Time lapse

—— e e

Less than 6 months 27
6-10 months 11
11-15 months 2
16-20 months 1
Over 20 months 3

TOTAL 44

Pavchecks were prepared for some emplovees under both records
because the records were not timely terminated. The checks
were 1ntercepted before beina cashed. Pay records should

be terminated by the PDC after receivina notice of a transfer
or separation. We found that the delay in terminating active
vay records was due to (1) the failure of the losing postal
facility to forward the necessary notification to the PDC or
(2) the PDC failed to process information it had in its
possession.

Cur computer analysis disclosed that sbout 4,000 records
were in a pending status. We found that about 300 pay records
had remained in a pending status for veriods of El‘F* weeks to
one year with a few others remaining in a pending status as long
as three years. Pavments can be made to pending re;:rds it &
timecard is submitted. Each pay period all i records are
listed to allow pay clerks to review Lﬁe re to identify
those which should be terminated. hi: r, i= not
adeguate to distinguish between records recs ered into
a pendinag status and those which have been ong periods
of time because the list does not contain e's separa-
tion date. We believe that the effec ration should
be included in the list ané we were : / vice officials
that the effective date of secaration could easily be included.

-
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The importance of maintainina an emplovee's current

status in pay files is criticel in the manual timecard svstem
because the payroll computers automatically cenerate a timecard
for each of the 340,000 postal employees with an active pav file

The Service has an emergencv pav program that avtomati-
cally pays all empnlovees with active vav files at a2 rarticular
facility if timecards from the facilitv are lost or arrive late.
Faychecks were issued for somes employees who had separated
or transferred to another postal facility under this crogram
because their recordes were not terminated in a timely manner,

we believe the new vayrcll system should be desianed so as
to automatically produce a listina, for follow-uv review by ray
clerks, of active master records havina no activity for selected
periods of time. Further, the system could be designed to auto-
matically change the status code from an active to a special
suspense code after a limited number of rvay periods in which
no payments have been made. This suspense code could be de-
sianed to prevent the generation of timecards and the issuvance
of paychecks.

IMPROPER SALARY PAYMENTS FPECEIVED
BY FOURTE-CLASS ?“q”Mh’TEF

Our examination of selected salarv vavments made to
fourth-class postmasters showed that some postmasters

were paid after their vost offices were closed because the
PDC was not informed of the closinas. Fourth-class post-
masters are paid on an excepntion basis; that is, a paycheck
in the same amount is itomatically issued everv two weeks
unless information not to is received.

183 clcs=ed fourth-class post offices

of ths Minneapolis PDC that were closed
nuary 1976. Nine of the 37 rostmasters,
eived reqular salary pavments following
r post offices.

We samoled
under the jurisdic
between July 1974 and
or about 24 percen
the closing date

>lved 30 vaychecks with a net value of

e, a vostmaster was issued 12 naychecks
it $2,000 after his post office was closed.
¢ documentation supporting the closing

r initiated after the closing date or
until after such date. 1In the other
documentation was received at the PDC

The nine
about $4,800.
with a net value
In seven of the
of post offices
noct received at
two cases, the
could not be ascer

All 30 eventuallv discovered by the PDC, and
14 of the 3 led before being cashed by the
postmasters checks, issued to four indivi-

duals, were ce i — ime of our review, the Service had
tl H 1 d two of the rostmasters and was

remainina two,

o}




The Service should give PDCs &advance notice of nost office
closings to enable them to stop the automatic issuance of
salary checks in a timely manner.




CHAPTEER 4

'D«u’TI’“‘T'[I‘“" F(‘lP IMPPﬁVEP’Ef“Tb IT\’

OTHER PAYECLL RELATFD MATTERS

As part of our review we examined other payrcll related
matters that have an impact on pnavroll overations. We
believe the Postal Service could make improvements in its
computer program controls, computer cecurity, data entry
nethods and the elimination of multirle pavy record..

sPAM_CONTRCLS_CCULD BE
PUTER PAY PROGRANM3

To test the effectiveness of controls designed into the
Serv1cp s ccmouter programs for pav, we rrocessed a set of
hypothetical nayroll transactions on various computer programs
at the New York PDC. Cur tests did not show major weaknesses
in the Service's computerized vavroll system, however, we

=113 several croarammed controls could be inccrrorated to

srovide areater assurance that imoroper payments are not made.

Adjustments to emrnloyees' normal pay may be necesseaery
occasion to correct the ray of current or prior pay oeriods.
This need may arise for various reasons such as a timekeeping
error or late personnel actions. To test adjustments, we pro-
cessed 15 adjustments aaainst one emrlovee which aranted the
emplovee 99 hours of additional pay for each adjustment. The
adjustments resulted in & gross salarv amount of about $8,700.
In another test we processed an adjustment to Gfant an emprlovees
999 houre of pav. This test resulted in a aross salary amount
of about $5 5U0. We believe there shovuld be a E mit placed on
the number of hours that can be processed by adjustments,

vice's pav svetem has a programmed control which
-enorts that exceed 140 hours. This rroarammed
be bvpacsed with the use of a special cocde on the
The code is shown in the vayroll ual. In one
used the bvpass and rrocessed a T/A report for 800
test recsulted in a aqross salary amount of about

3

maximum number of hourse in a 2-week veriod 1is 336. It

shle to incorporate an additional control which
wroassed in the ravroll proaram which reiects all
ver 336 hours, or & lesser fiaure as termined by

N"ne nrogram contrcl in the svstem identifies
wer $900. These payments are nrinted
for special review, and ro

211l net sals
on a8 comny
bv thp

ible correcticn

10




yments of over
$900 were identified and listed. However, the review bv the
pay clerks is usually not made until after the checks have been
released from the PDC. If a contrecl was oroarammed into the
payroll proagram that would orint out a scecial list of all
unusually large payments, but would not automatically issue
checks, then positive action would be reocuired from a ray clerk
before such a mayment could be made.

pay clerks. All of our tests which oroduced p2

INVERNAL AUDITS CF
THE PAYROLL SYSTEM

We did not make a review of the audit orograms used by
the Cffice of Audit in its »nayroll audits; we did, however,
observe two areas that could be strenathened, (1) the Cffice
has limited capabilities in the area of computerized systems
because it has only one spmecialist knowledaeable in the desian
of computerized systems and (2) the Cffice has not been an
active particivant in the desian and modification of comnuter
programs, thus assuring itself of adequate internal controls
and auditable trails in these bprograms.

The Office conducts auvdits at postal installations with
their freauency derending on the size of the installation.
Audits are conducted at sectional center facilities every two
years. When a sectional center is audited, 50 percent of the
first-class offices are also audited, along with 20 percent of
the second-, third-, and fourth-class offices. As a result, all
sectional center facilities will be covered every two years;
all first-class offices will be covered everv four years; and
all second-, third-, and fourth-class offices will be covered
every 10 years. Audit work is also conducted by auditors
assiqned to PDCs relating to payroll computations and internal
controls.

Extensive use of computer eauipment is made in payroll and
other activities. ©During our review we noted that the Office
was taking steps to increase its involvement in the design of
and changes to computer proarams and thereby improve ite capa-
bility of auditing computerized systems. In December 1975, the
Office, in cooperation with the Management Information Svstems
Department, implemented oprocedures to keep it informed of
proaramming or procedural chane uterized systems,. |
The Office should, however, have its own comouter system design |
experts at the PDCs where systems are in operation and changes
in computer programs are initiated, to make certain these
programs have adecquate internal controls and auditable
trails.

In November 1975, the Office initiated procurement action
to acguire an audit software package. This ty

¥

yoe of packaae is
a generalized computer-audit orogram which can aid an auditor

[
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in reviewing large volumeg of computerized records. The audit
software is designed to be used by persons having no soceciali-
zed knowledge of computers or proarammina lanquages, and re-
auires only brief trainina of the user. The software can assist
the auditor in making comoutations, comparisons, and special
analyses of large volumes of comnuterized records. The Cffice
has taken steps to train 10 of its staff in the use of the

audit software package being procured; this, howeve+, does not
meet the need for specialists to particivate in thc desian of
computerized systems.

The large-scale use of comouters by the Service makes it
imperative that the Cffice obtain more specialists in computer
system design who can participate in system design and prodram
chanaes. The Office should be involved to protect its cavabilities
for auditing computerized systems by assurina the systems have
programmed in auditable trails and internal controls.

NEED_TO ENFORCE COMPUTER SECURITY
AND _DISASTER CONTINGENCY PLANS

In our review we noted (1) the ease of access to and
general clutter in the computer rooms and (2) a lack of off-
site storage fer important payroll taces. The Service has
recently taken actions that should correct some of the weak-
nesses we noted in our reviews.

Federal regulations (CFF-101-32.704-4a) provide that
"smoking, eating, and drinking cshall not be rermitted in the
computer room." All three PDC's, however, allow such activi-
ties. Smoking increases the risk of fire and ashes, trash and
dust are detrimental to the operation of the ecuipment. We
observed in the Minneapolis PDC a full eshtray of cigarette
butts about three feet from a can of flammable tapehead cleaner.

Both the New York and Minneavnolis PDC's were cluttered,
at the times of our visits, with empty boxes and trash.
Both PDC's also had items stored on too of computer egquipment,
The Minneapolis PDC lost an estimated 750 blank Treasury checks
in August 1975. The Inspection Service concluded that the checks
fell into a trash receptacle and were inacdvertentlv disposed
of. According to their report, the blank checks reportedly hag
been placed on a piece of computer eauipment and apparently fell
into the trash receptacle when the equirment was opened.

A sign-in register, for computer-room visitors, is not
maintained at the Minneavolis and New York PDC's, while one
is maintained at the San Bruno PDC. At the New York PDC,
we noted the relative ease of access to the computer room
through

--tailgatina or followina authorized personnel into the
computer rocom, or

12



--being allowed entrance by percsonnel workina in the
comouter room even thouagh one may not be auvthorized
entrance.

The New York PDC alsc allows unrestricted access to the com-
puter rocom bv some programmers. It is a agenerally accepted
internal control nrocedure to restrict proarammers' access to
the computer rcom.

Computers have oecome an integral part of many organiza-
tions' cperations to the extent that the loss of the computer
support would severely hinder, if not moke impossible, the
conduct of overations. Therefore, it is important to prctect
a computer center and nrovide for continuity of operations
shouvld a catastrorhe occur.

Contingency operatina plans were formulated by the PDC's
in 1970 but are not based on compbuter systems the Service has
todav. Also, at the time of our review, the New York PDC
did not store important rvayrcll tares at an off-site location,
Off-site storage is a standard practice and is considered
important to help recreate current files in the event of a

disaster. This situastion was later corrected.

The Postal Service has recently initiated separate
programs for developing Service-wide orocedures on computer
security, and a contingency operating plan considerina all
PDCs as one network. We believe that the weaknesses we noted
should be corrected if the Service follows throuagh with the
planned programs and implements them.

MULTIPLE MASTER RECORDS
ON_THE_PAYROLL FILE

The pav system is decsigned in & manner which allows some
employees to have mocre than one master record on the pavroll
file. Some employees have as many as five master recor
The existence of multiple records has resulted in erroneous
payments to some employees who received pav imoroperly under
several of their records in the same pay veriod,

In our analysis of vayroll files, we identified absout
27,000 employees who had more than one master record on the
pay files. These employees had about 55,000 records on file.
We selected a sample of these records to determine why 2n
emolovee had more than one master record and whether anv
erroneous payments had been made.

To facilitate budaet and accountina needs and the ore-
paration and distribution of ray checks, master pay records
are cset up by post ices. Emplovees who hold several part-

time jobs at different post offices will have 2 master mnay
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record for each post office. An emvloyee who transfers from
one post office to another must have & record created at
tte new location and the old record terminated at the old
location.

The pay system was designed with separate vav computa-
tion programs for rural and non-rural emplovees. As a result,
an employee holding a rural and non-rural vosition at one post
office will have two master pay records. A full- or part-time
non-rural employee may, in an emergency, substitute as a rural
carrier. 1In such instances, the employee will also have two
master pay records. If the emcloyee uses his own vehicle on
the route, he is entitled to an ecuioment maintenance allowance.
This situation requires the creation of snother master cav record
to grant the employee the allowance.

Multivle master pay records dreatlv increase the oossi-
bility of erroneous pavments. Examples of tvpes of improper
payments follew.

One employee who held part-time positions at two post offices
improperly received vayments for the same 3 days under both records.
This errcnecus pavment was not detected by the PDC. ®We pointed
out the improper payment toc the PDC which took action to recover
it. An emplovee who held a permanent vart-time and temporary
full-time position at the same vost office received an erroneous
payment for 11 days when he was paid under both records for the
same work. This payment was returned to the PDC and the check
canceled. Another emrlovee received erronecus payments when paid
under two records in four separate pav periods. He was a part-time
employee at a third-class post office and the postmaster in charge
at a fourth-class post office. The erroneous payments were re-
covered. An employee was temncorarilv assigned to another post
office. He was erroneously raid for one pav reriod under both
records, although the pavments were made at different times.

Cne post office was not aware that the cecond post office had
vaid the employee for the pay reriod. The prost office, there-
fore, submitted a pav adiustment to cause the emplovee to again
be paid for the pay pericd. Ve were informed that a pavment of
this type woculd not occur today because procedures were changed
to assure pavment will onlv be made bv one office.

Most ©of the erroneous payments we noted were recovered by
the Postal Service. The pavments, however, resulted in an un-
necessary administrative expense to first issue a check and then
recover the payment. Also, the possibilitv exists that such
payments may remain undetected.

The Service, in its redesiqn of the vay system, is con-
idering setting up master pay records by scocial securitvy number.
Cn this basis, there will be only one master vay record control-
ing the pray for each emoloyee. It believes the capabilitv of
ts new computer eauipment will make possible this change and
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The Service is testing some cof se devices. We ob-
served a tsst at the Minneavolis PDC in which ray clerks
entered changes in the employees' master pay records by means
of computer terminals located in the payroll section. These
terminals display a copy of the master record for view bv the
pay clerks. The test was in its first week. Although it was
too early for any conclusions on the test, officials at the
Minneapolis PDC believed the tub cards may eventually be elimi-
nated.

We believe the data entry metheds beina tested should
lead to the elimination of the pbresent system, which generates
tens of thousands of punch cards that have to be scrapved every
two weeks.
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