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       Re:  Report 2002-F-44 
 
Dear Mr. Goord: 
 
 Pursuant to the State Comptroller’s authority as set forth in Article V, Section 1 of the State 
Constitution, Article II, Section 8 of the State Finance Law, we have reviewed the actions taken by 
officials of the New York State Department of Correctional Services (DOCS) as of October 30, 
2002, to implement the recommendations contained in our report: Edgecombe Correctional Facility 
Selected Payroll Practices (Report 2001-S-7).  The report, issued August 22, 2001, examined 
whether the Facility’s payroll system provided reasonable assurance that the correct payroll amount 
was paid for hours worked, and whether it had adequate controls for preventing or detecting errors. 
 
Background  
 

The Edgecombe Correctional Facility (Edgecombe or Facility), located in the Upper 
Manhattan Washington Heights section of New York City, is a minimum-security work-release 
facility for males 16 years of age or older.  Edgecombe offers work-release, day-reporting and 
residential drug treatment programs.  Its principal objective is to provide inmates with a physical, 
motivational, and supportive setting for meaningful work- and educational-release programs within, 
or in close proximity to, the communities where they plan to live after they are released.  The 
Facility’s program centers on individual and family counseling and the upgrading of vocational 
skills and abilities.  Its counseling and support services are designed to help inmates make an orderly 
return to society. 

 
For fiscal year 2001-02, according to its records, Edgecombe spent approximately $5.5 

million in personal service costs and $175,000 in overtime payments.  It currently employs about 
125 employees, 60 of whom are correction officers (officers).  DOCS requires correction officers to 
use a time clock for recording the hours they work, and to identify the nature of all absences (e.g., 
leave usage, swaps, and regular days off) on their time cards.  Supervisors are supposed to review 
the time cards each day, as well as at the end of each pay period; and to verify the accuracy of the 
entries, which determine the amount of compensation, and the presence of the employee’s signature. 
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Supervisors then submit the cards to the timekeeper for posting to DOCS’ automated timekeeping 
system.  Timekeepers are expected to match the time and attendance information on the employees’ 
time cards to the data they have already entered into the system based on time off requests, reports of 
absences, and daily schedules known as staff planning grids.  This system enables the timekeeper to 
produce reports that allow management to monitor employees’ time and attendance records, 
including leave accrual balances, sick leave usage, tardiness, and swaps.  A scheduling system 
produces the staff planning grids, which identify correction officers’ work hours and assignments. 

 
Summary Conclusions  
 

Our prior audit identified several improvement opportunities in the Facility’s internal 
controls over time and attendance. Management was not taking adequate steps to enforce the 
requirement that time cards be completed accurately and maintained properly.  The Facility was not 
using the reports available from the timekeeping system to make sure that correction officers 
received the proper number of regular days off.  In addition, Facility management was not verifying 
that overtime paid to employees was required, authorized, and paid appropriately; and that 
employees were providing proper documentation of their military leave.  We also noted that five 
employees paid by Edgecombe were actually assigned to work out of other facilities, and that three 
employees were working at Edgecombe while being paid by another facility.  These arrangements 
could result in misstatements of the Facility’s budget. 

 
 Our follow-up review found that Facility management has implemented and reinforced 
procedures aimed at supervision and accuracy over time and attendance.  Supervisors and 
timekeepers are aware of proper timekeeping procedures and use reports to verify documentation for 
all time allowed and paid to facility employees.  Facility management still disagrees with us 
concerning accounting for the payroll charges for detached employees, those paid by Edgecombe 
and assigned to other facilities, and vice versa.   
  
Summary of Status of Prior Audit Recommendations 
 

Of our eight prior audit recommendations, Edgecombe officials implemented seven 
recommendations and did not implement one recommendation. 

 
Follow-up Observations  
 

Recommendation 1 
 
Require supervisors to check time card entries properly and to initial their daily reviews. 
 
Status – Implemented 
 
Agency Action – Edgecombe management has reissued several time and attendance policies and 

procedures reminding supervisors and other officials of the requirement to perform the daily 
entry checks and initialing of the employee time cards.  We verified a sample of five current 
period time cards for evidence of a supervisor’s review and initials, and found no exceptions.  
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Recommendation 2 

 
Remind employees to follow proper timekeeping procedures.  
 
Status – Implemented 
 
Agency Action – In addition to management’s actions described in Recommendation 1, Edgecombe 

sent copies of the relevant sections of the “Record of Attendance” and “Attendance Control 
Program” directives to all employees.  

  
Recommendation 3 

 
Determine, and verify on a regular basis, that correction officers are receiving the correct number 
of regular days off. 
 
Status – Implemented 
 
Agency Action – Edgecombe’s administration issued a memo to timekeeping staff and supervisors 

requiring them to reconcile the biweekly regular days off (RDO) report.  Facility 
management completed a reconciliation of the RDOs for calendar year 2001, and for 
calendar year 2002 through August 18, 2002.  For our review of RDOs, we selected five time 
cards from the pay period of September 5 -18, 2002.  We also reviewed the records of one of 
the five officers for the previous period (August 22 - September 4, 2002) and the subsequent 
period (September 19 - October 2, 2002).  We found no discrepancies. 

 
Recommendation 4  

 
Comply with DOCS requirements relating to overtime.  
 
Status –Implemented 
 
Agency Action – Edgecombe reissued memoranda to all supervisors regarding compliance with 

DOCS requirements relating to overtime.  Prior approval of overtime for Security personnel 
is documented on the daily staff-planning grid and civilian overtime will be approved via 
memorandum or e-mail, as needed.  

  
Recommendation 5 

 
Verify that overtime is being paid for the appropriate number of hours worked.  
 
Status – Implemented 
 
Agency Action – We selected one officer and reviewed the Time Card, related Payroll Register, 

Daily Overtime Summary, Overtime Report, and Overtime Discrepancies Between 
Timekeeping and Payroll Register for overtime worked on July 29, 30, and 31, 2002.  
Timekeeping staff noted that the authorization for overtime was missing for July 30, 2002, 
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and the employee did not get paid for these eight hours until the authorization was obtained 
in the subsequent period.  There were no discrepancies.  

 
Recommendation 6 

 
Verify that military leave documentation is being submitted on a timely basis.  Reconsider the policy 
of accepting documentation other than official pay stubs to document military leave usage.  
 
Status – Implemented 
 
Agency Action – We reviewed the documentation supporting efforts to obtain Leave and Earnings 

Statement (LES) for military leave in a timely manner.  DOCS issued a "Revision Notice to 
Directive #2212", strengthening the documentation requirement for military leave, and 
mandating that any undocumented military leave time be charged to other leave accruals or 
leave without pay.  Facility management is verifying support for military leave. 

 
Recommendation 7 

 
For extended periods of detached-duty assignments, charge the employees’ payroll costs to the 
facility/unit benefiting from each assignment.  
 
Status – Not Implemented 
 
Agency Action – The agency continues to disagree with this recommendation, and referred to its 

response to our prior report that:  “as long as the funding is accounted for and the employees 
are appropriately supervised, their assignment is more important than the actual movement 
of their items.” 

 
Recommendation 8 

 
Investigate the discrepancies cited in this report pertaining to overtime, military leave, and regular 
days off; and recoup any excess payments.    
 
Status – Implemented 
 
Agency Action – Facility management advised us that the discrepancies cited had been investigated 

and excess payments were recouped.  For military leave cases, the recoupment was not 
necessary because Edgecombe subsequently received adequate documentation.  Officials 
also advised us that monies were recouped with regard to discrepancies involving RDOs.  
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Major contributors to this report were Stanley Evans, Barry Mordowitz, Emma Wohlberg 
and Roseline David. 
 

We would appreciate your response to this report within 30 days, indicating any additional 
actions planned or taken to address the unresolved matter discussed in this report.  We also thank the 
management and staff of the Edgecombe Correctional Facility for the courtesies and cooperation 
extended to us during this review. 
 
       Very truly yours, 
 
 
 
       William P. Challice 
       Audit Director 
 
cc:  Deirdre A. Taylor 


