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To: 	 WlLLlAM LEWIS Date: January 15,2013 
Assistant Director 
Audits and Investigations FiJe: 

From: 	 DOUG KEMPSTER 
Acting Deputy Director 
Information Technology 

Sni.JJect: 	 60-Day Progress Report to Audit Report on Overtime Use 

As required, attached is Infom1ation Technology's 60-day response on progress made to address 
findings presented in the Audit Report on Overtime Use. 

Information Technology is pleased. to announce that all commitments identified in the 
October 29, 2012 work plan, submitted as part of the "Response to Draft Audit Report on 
Overtime Use," have been accomplished. 

Please contact Greg Ga llaher (916-440-0504 or Gregory__go llnher@dot.ca.gov) should you have 
any questions. 

Attachments 
(1) 60 Day Response M atrix 
(2) Overtime Communication to IT Managers and Supervi..wrs 
(3) Overtime Log and Instructions 
(4) Screenshot ofelectronic ·files 

c: Laurine Bohamera 
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Audit Report Finding #1: Documentation of Overtime 
Use is Not Retained as Required 
Three supervisors in Information Technology (IT) did not 
maintain overtime documentation as required by Deputy 
Directive DD-56: 
Overtime Documentation is specific evidence 
demonstrating pre-approval ofovertime, overtime hours 
worked, reason for overtime, and product produced as a 
result of overtime . Exam pies of acceptable 
documentation to support overtime include: time sheets 
supported by sign in/out logs, weekly attendance logs, 
overtime logs, daily diaries, or contractor's work hours 

Proposed Corrective Action I Steps Time Estimated for 
Corrective Action 

Overtime log instructions will be resent 
to IT Managers and Supervisors by the 
Human Resources (HR) Unit of the IT 
Management Support Office 

Status update: Completed. 
E-mail sent to all IT Managers and 
Supervisors on Friday, January 11, 
2013. (Attached) 

90 Days 

(Completed in 60 
Days) 

Staff Responsible ' ' 
for Completion 

; 

_ ___,i 

Greg Gallaher, 
Chief IT 
Management 
Support Office 
responsible far 
redistribution of 
the Overtime Log 
and Instructions 

IT Managers and 
and must contain the required elements cited above. All Overtime requests and usage logs are Supervisors are 
designated supervisors approving time worked must retained by IT managers. In addition, IT responsible for 
comply with all of the departmental guidelines for the · HR in the IT Management Support complying with 
recording of time worked directed in Deputy Directive Office maintains a copy of the Overtime Departmental 
108, Timely Submission and Approval of Timesheets. Logs in their electronic files. policy and 
DD-108 Policy states: procedures. 
The California Department of Transportation Status update: Completed. 
{Department) requires all employees to submit timely Screen Shot Attached. 
and accurate timesheets in the Online Time Reporting 
System. Timesheets must be submitted to Supervisors 
weekly at the close of business Friday or on the last day 
scheduled to work in the week. The reporting of 
personal services is essential in meeting project I 

management and budgeting goals. The Department is 
committed to maintaining timely, accurate, and 
complete information at every level. This directive 
supports the Department's mission and commitment r 

to effectively manage and account for its resources. 
Violations of this policy may result in disciplinary 
action. 

-~--·--
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Audit Report Finding #2: No Documentation of Pre- Proposed Corrective Action I Steps Time Estimated for Staff Respo~sibl e l 
Approvals for Non-Emergency Overtime Corrective Action for Complet ron 
The audit revealed that supervisors were not always This finding did not apply to managers N/A N/A 
obtaining pre-approval for non-emergency overtime. or staff in IT 
Specifically, the testing of sixty-six supervisors identified i I' that four supervisors, all in District 7 Maintenance, were 
not obtaining pre-approval·aHequifed. , .. ~~~ " ' 

,, 
.~ .·~->0·:. I 

Audit Report Finding #3: Approval to Exceed Maximum Proposed Corrective Action I Steps Time Estimated for Staff Responsi t:ble I 
l 

Overtime Hours not Obtained Corrective Action for Completion I 
The audit revealed that of sixty-six supervisors identified, This finding did not apply to managers l N/A N/A I 

' four supervisors, one in District 5 Maintenance, two in 
District 7 Maintenance, and one in District 59 

or staff in IT 
I 

Engineering, were not obtaining approval to exceed the 
maximum ov~rtime hours per fiscal year. I 
Aud it Report Finding #4: No Cumulative Tracking of Proposed Corrective Action / Steps Time Estimated for Staff Responsible 
Overtime,Hours Corrective Action for Completion 
During audit testing, it was determined that several Instructions on how to run an Overtime 90 Days Paul Allen, Acting 
supervisors were not cumulatively tracking overtime Monitoring Report will be resent to IT Chief IT Solutions 
hours for individual employees. Although neither Deputy 
Directive DD-56 nor district policies specifically state that 

managers and supervisors by the HR 
Unit of the IT Management Support 

(Completed in 60 
Days) I

Division Custom 
Development I 

supervisors must maintain cumulative overtime hours, Office. Office Responsible I 
the guidelines do require that employees work only a 
maximum hours overtime hours each fiscal year without 
obtaining specific approval to exceed the cap. As a result, 

Status update: Completed. 
E-mail sent to all IT Managers and 
Supervisors on Friday, January 11, 

! 

for modification of Ireports and new 
report creation. I 

supervisors do need to know the total number of hours 2013. (Attached) 
worked by individual employees each fiscal year to ensure 
that approval to exceed the maximum hours is obtained. 
Therefore, cumulative totals of overtime hours worked I 
must be maintained by supervisors for each employee. ! 



Audit Report Finding #5: Overtime logs do not Agree 
with the Approved Time Report 
During audit testing, it was determined that the overtime 

! logs did not agree with the approved time report in four 
instances in District 7 and two instances in IT. 

•...,..~-:.:.:.;~.~-:·· .. - -·:·;;,=~~.-.....~...~~·::-·;:.. ··.= ='""" 

Proposed Corrective Action I Steps 

Division of Information Technology 
maintains logs for all hours worked, 
including overtime hours reimbursed 
by other Divisions 

.........._. 
 ... .t. ~ 

Status update: Completed. 
E-mail sent to all IT Managers and 
Supervisors on Friday, January 11, 
2013. (Attached) 

Time Estimated for T staff Resp~nsib~~ 
Corrective Action for Completion -
90 Days IT Managers and 

Supervisors 
(Completed in 60 
Days) 

.-~.... . ... ' ' 

I l 
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Hello IT MMOQe~ and Supe~sor's. 

A recen Audit Report f~ some dcfttierclC$ i":IT":;: "C'pliC:i!tlon of~ overtimepollc:y. In omet"to ·ll"ffProve a::m.~ 1rth Ovtttime polli:ie3 a.~ proco®res, we \VQittl litre. t o remind all managers~ supervisurs cfthe follo•.W'l£1 items, 

1. The Oepanmerf's Ooleftime policy is ad<tesst:d in OeplA.y Dir etl\ves D0..{;6..R2 (Usc of~) artd DO..l Ofi'(Tlmetj Submission andAppruval o! Timesheels). 
2. IT Division Oli~s are respo:"~Sible tor estabftShing a monthly oVertime estmate bused on the needs D( their D~Oh (MG:'iion c~e! end emergency W"Orkfoad). 
3. 	 Managet-s a.re responsbl.e ror ~ eW:sence of pre.approvat ot OYertJme, indu~ O"JJ'ertime paid f..- hy riOn.fT ~Md dl'lisrons. ~o compty Mh the eidenceentcria, Dislrict20 (lr.fDI'mfll~n Tl!c:hnc,ogy} errolovees ¥~:1 managers should u:s~ Staff C'A':fllr"l to <tpprow>: ~r. 

rfQcument:pr~pproval of OYer!.-re reqt~t"Ss. Alhough not the preferred mdhod, o~log5c~ stso be u sed !nstruc:OOns for pre~W'IQ o'o'Cf'trme on ~"181\" t:entr-cll ean be tound zrt (!~!Pl..!.~gg:!.!.l.@t.Cvf .cMO\I/Q~Ii"I"{P~:.Il!!tm) X~strc<::ti0f1s tor usi11;j~ 0~,-twTt~ ~9s ;::-~ 
a«ached. 

4. ?re-approved tMmime. must ~ rcconefed to appro\'ed employee time- repor1S 
5. SlC>ervisors ~Mo:tnagcrs .xc required lo cumulatively track'errc>toyees• overtime. fflst.rtK:I10nsfor nmcing overtimemonitoriml reports inStan' Central can be found atl!ttp·if;;;tglfecryrpl dotcg mMmJil'BPcro(I)9 JJ1m. 

Wim yoof c~.ation, the Division CJf IT v.i;l ba in c:o.,....,liaoce wilh Caltt~ns CYMime pofky. 

Thrrdqtt>:.J, 

GNlgGoll.'lhw.Chif f 
Chit!f.lf ACminiaW1iOI1 
IT Ombud&man 

CtJQf.Aif'limcr Ttillilr.Jhong Rtvra,enlaiYt "'-TR) 

(~16)041>05114 

'[@ 
Olr~•l.l"'jj-.4~ 

Corrft.clenl!altyNolica: lhi! "·m•ll lfl4l l llll.ljJ&. irJ':UJQ.g 81'\)' ~II'WIM. i9 brlheVllri '~aftha.-~rlllil~r~) .,.-rdm~y~iPt:tlllll!i~ ~nr.fpriv\leg.ed infotmO'il)l'l Aft.~ ~;t:r.ol~di'II-....W. tin .di.tdasu-e or~~!nbGton 131 pi'Qblbt.ed. ~yo~~~,.optthlr i•n.f$;;1dr;;n:;ipiel!l piN !'e CO"'fedl.f)e ~ndcrb)f repty 
e·mai~ and dnl!oylll copie3 offie bi'Qirt'l mtn"!Je· 

http:prohlbt.ed
http:Chit!f.lf
mailto:PJ.!.~!!g:!.!.l@!.Cof.c~.s911!~J~V.U
http:nr.fpriv\leg.ed


PLANNED OVERTIME 
INFORMATION TECHNOLOGY 

P/f/(:':r...;r o f Sunday - Saturda}f 

Est mvis!Ofll 
Date Employee Project/Assignment/Task Justification* Type of Chief ~ 

~------~~-------------------------+----------------------------~~----------------------------~o__v_ertim_e_--+ H_ . · Ap~~~a!J__ __o_u_rs__~~ .
I 

___j
~·----+-----------------~-------------------r-------------------+-----+----+-- I 

f-------+-------+------t--------l-----'----~:l--1 

I 

I 

I 

~------4-----------------------~--------------------------~------------------------~-------+-----~----__j 

~-------4---------------------------r-----------------------------f----------------------------~~------~---------·~------,
I 
I 

l-----+-----------+------------+-------------1~---+----+-----l 

I _JI~----~----------------~----------------~---------------------+-----+----r-

l I 
I i
I ___I! 

"' Must include how OTis Mission Critical and why task{s) cannot be done during normal business hours 


,.,..p =Planned Office Chief Approval: 

Date:-------~--~~-

S =Standby 
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