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EXECUTIVE SUMMARY 

In accordance with the Fiscal Year (FY) 2021 Annual Audit Plan, an Overtime (Payroll) Compliance 
audit was conducted on the Fire and Police Departments. 

The objective of this audit was to determine compliance with the City of Laredo’s Code of Ordinances, 
Section No. 2-87.8 – Overtime (Reference Ordinance No. 83-36, § 18, 4-19-83), which establishes 
guidelines to be followed in the pre-authorization and use of overtime earned. Specifically, the 
ordinance reads: 

(a) Only that work specifically required by the Department Head may be compensated at overtime 
rates, with the approval of the City Manager. 

(b) Overtime rates are time and one-half for each hour worked over forty (40) hours in one (1) 
workweek. 

(c) Overtime worked during a holiday will be compensated at double time. 
(d) Requests for overtime must be submitted in advance with complete justification for the 

requirement, except in cases of emergency. In cases of emergency, when it is not known in 
advance that the overtime work will be required, the City Manager will be informed, the 
following workday, as to the conditions that caused the emergency and the reasons for the 
overtime. 

(e) Department Heads must forecast their need for overtime at the time annual budgets are prepared. 

The following areas were noted as part of the audit results. It should be noted that the current ordinance 
dates back to 1983, therefore our review of overtime worked included any approvals on file from an 
immediate supervisor, the corresponding department head and/or the City Manager. A total of seventeen 
(17) instances of overtime worked had no preauthorization on file.  

Additionally, there were five (5) instances in our sample where time cards were missing employee or 
supervisor approval(s) prior to payroll being processed. There were also several instances where 
documentation was missing the required approvals. 

Based off of the results noted, the following recommendations were made: 

• The City’s Code of Ordinance be reviewed and updated in accordance with similar overtime 
ordinances and/or policies from comparable cities. 

• That both the employee and Supervisor approve time cards by 8:00 am Tuesday morning of 
payroll week in accordance with the “ExecuTime Approvals” under the City’s Payroll Policies 
and Procedures.  

• That all documentation requesting leave of absence be signed by employee and Supervisor. 

Department Responses to this audit can be found under Appendix A on page 6. 

A more extensive report of all the audit results and recommendations can be found in the following 
report. 
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