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EXECUTIVE SUMMARY 

In accordance with the Fiscal Year (FY) 2021 Annual Audit Plan, a Compensatory Time (Comp 

Time)(Payroll) Compliance audit was conducted on a cross section sample of all City of Laredo (City) 

departments. 

The objective of this audit was to determine compliance with the City of Laredo’s Code of Ordinances, 

Section No. 2-87.9. – Compensatory Time (Reference Ordinance No. 83-36, § 18, dated 4-19-83), which 

established guidelines to be followed in the pre-authorization and use of compensatory time earned. 

Specifically, the ordinance reads:  

(a) Only that work specifically required by the department head may be worked as compensatory time,

with the City Manager’s approval;

(b) Compensatory time must be requested in advance in writing with full justification for its need.  In

cases of emergency, the City Manager will be informed, the following workday, as to the conditions that

caused the emergency and the reasons for the compensatory time;

(c) The time worked as compensatory time must be taken off within the next four (4) pay periods; and

(d) Time off for compensatory time is one (1) hour for each hour of compensatory time worked.

Additionally, a review of accrued compensatory time balances as of the date of this audit was conducted 

for proper internal controls regarding adequate monitoring, as well as an assessment for compliance with 

the City’s Payroll Policies and Procedures Manual.  

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 for pre authorization of comp time worked included any 

approvals on file from an immediate supervisor, the corresponding department head and/or the City 

Manager. Additionally, we took into account any factors that inadvertently lead to comp time being 

earned. With that in mind, we focused our attention on any instances of comp time worked of 15 minutes 

and above. A total of thirty-six (36) instances of comp time worked over 15 minutes per week had no pre-

authorization on file. 

Another component tested was the usage provision of the comp time ordinance which states that “time 

worked as compensatory time must be taken off within the next four (4) pay periods”.  From the test work 

conducted, it appears that not all comp time earned is used within the subsequent four (4) pay periods as 

deemed by the Code of Ordinances.  

Additionally, there were eight (8) instances in our sample where time cards were missing employee or 

supervisor approval(s) prior to payroll being processed.   

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 compensatory

time ordinances and/or policies from comparable cities.
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• That both the employee and Supervisor approve time cards by 8:00 am Tuesday morning of

payroll week in accordance with “ExecuTime Approvals” under the City’s Payroll Policies and

Procedures.

Department Responses to this audit can be found under Appendix A on page 9. 

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

report.  



INTRODUCTION 

In accordance with the Fiscal Year (FY) 2021 Annual Audit Plan, a Compensatory Time (Comp 

Time)(Payroll) Compliance audit was conducted on a cross section sample of all City of Laredo 

(City) departments. 

AUDIT OBJECTIVES 

The objective of this audit was to determine compliance with the City of Laredo's Code of 

Ordinances, Section No. 2-87.9. - Compensatory Time (Reference Ordinance No. 83-36, § 18, 

dated 4-19-83), which established guidelines to be followed in the pre-authorization and use 

of compensatory time earned. Specifically, the ordinance reads: 

(a) Only that work specifically required by the department head may be worked as

compensatory time, with the City Manager's approval;

(b) Compensatory time must be requested in advance in writing with full justification for its need.

In cases of emergency, the City Manager will be informed, the following workday, as to the

conditions that caused the emergency and the reasons for the compensatory time;

(c) The time worked as compensatory time must be taken off within the next four (4) pay

periods; and

(d) Time off for compensatory time is one (1) hour for each hour of compensatory time worked.

Additionally, a review of accrued compensatory time balances as of the date of this audit was 

conducted for proper internal controls regarding adequate monitoring, as well as an assessment 

for compliance with the City's Payroll Policies and Procedures Manual. 

AUDIT SCOPE AND METHODOLOGY 

The sample time period selected for this review consisted of Bi-Weekly Pay Period No. 19 which 

began on August 23, 2020 and ended on September 5, 2020 with a Pay Date of September 11, 

2020. In order to achieve audit objectives, we: 

• Obtained an understanding of the City's Code of Ordinances, Section No. 2-87.9. -

Compensatory Time (Reference Ordinance No. 83-36, § 18, dated 4-19-83);

• Obtained an understanding of the City's most current Payroll Policies and Procedures

Manual effective May 2018;

• Conducted an assessment of the I-Series System generated Hours History Detail

Reports that provided net balances on Compensatory Time Earned vs Compensatory

Time Used for the sample time period;

• Conducted a review of the following payroll documents for compliance test work:

o ExecuTime System Generated and Manual Time Cards, Leave Requests and

Authorized Adjustments (Edits) for the cross section sample of all City

departments for the selected time period;
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AUDIT RESULTS & RECOMMENDATIONS 

Finding #1 

In reviewing the sample pay period (no. 19) selected for this audit, part of our compliance test 

work consisted of checking for pre-authorization of comp time worked as deemed by the 

current ordinance which states that "only that work specifically required by the department head 

may be worked as compensatory time, with the City Manager's approval." Additionally, the 

ordinance states that "Compensatory time must be requested in advance in writing with full 

justification for its need. In cases of emergency, the City Manager will be informed, the 

following workday, as to the conditions that caused the emergency and the reasons for the 

compensatory time." Since the current comp time ordinance dates back to 1983, it should be 

noted that our review for pre-authorization of comp time worked included any approvals on file 

from an immediate supervisor, the corresponding department head and/or the City Manager. 

Additionally, we took into account any factors that inadvertently lead to comp time being earned, 

such as employees waiting to clock in/out from the same ExecuTime clock or computer 

terminal, employees miscalculating their clock out times by 1 or 2 minutes, departmental 

procedure(s) on allowing employees to clock in prior to their scheduled start times, etc. With 

that in mind, we focused our attention on any instances of comp time worked of 15 minutes and 

above. A total of thirty-six (36) instances of comp time worked over 15 minutes per week had 

no pre-authorization on file. The table below reflects the number of instances of comp time 

worked over 15 minutes per week by department without a pre-authorization on file during the 

sample time period reviewed: 

# of Instances without Pre-

Authorization Per Week 

Department Sampled Time Card Reference 

Economic Development 1 # 9739 

Fleet 1 # 3780 
Convention & Visitors' 
Bureau 1 # 2845 
Finance 2 # 9332 
Solid Waste 2 # 4313 
Airport 2 #s: 9059, 9754 
Traffic 2 # 2991 
City Manaqer's Office 1 # 5475 
Municipal Court 3 #s: 8214, 2822 
Parks & Recreation 3 #s: 7771, 6000, 5543 
Fire 1 # 8473 

Animal Care 3 #s: 5553, 6030 
Health 6 #s: 9496, 9707, 8866, 6248 
Police 3 #s: 6426, 5655 

Bridge 5 #s: 7452, 7716, 3150, 8597 

3



4



5



6



7



8



Appendix  A - City 

Department Responses 
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Date: 

To: 

From: 

Re: 

LAREDO 
EST. 1755 

MEMORANDUM 

April 6, 2021 

Elia Y. Rodriguez, Internal Auditor 

Kristina L. Hale, Assistant City Manager 

Aileen Ramos, Convention and Visitors Bureau Director 

Compensatory Time Compliance Audit Report 

In Finding #1, CVB Employee #2845 Pay period #19 pre-authorization of comp time 
worked. CVB has an internal pre-approval form for accruals of CT, OT and Flex time 
requests that is signed by the immediate supervisor. 

In Finding #2, CVB Employee #2845 arrived as a transfer from another department 
with over 274 hours of CT, since then he has exhausted all CT accrued at CVB plus 
additional CT from his previous position, he currently has 107.46 hours. We will 
advise the employee he needs to prioritize the use of the original CT he had accrued 
in previous departments. We will work on a specific plan with the employee to 
exhaust his CT without affecting the department's operation. 

Thank you, 
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CITY OF LAREDO 

FINANCIAL SERVICES DEPARTMENT 

17S5 

Date: March 31, 2021 

To: Elia Rodriguez, Interim Internal Auditor 

From·. J F C '11 A . F' D' '\'fCh. '>f\LtOose ash o ctmg mance 1rector 

Subject: Compensatory Time Compliance Audit 

We concur with your findings regarding compensatory time earned by employees. Time card 
selected for Finance Employee #9332 earned a total of 0.82 of an hour or 49.20 minutes for the 
pay period selected. This was as a result, as indicted in your report, of employees working a few 
minutes extra on a daily basis. We will continue to monitor the hours works in order to 
minimize the compensatory time earned on a pay period basis. 

We also agree that the ordinances must be updated to give depa1tment directors/immediate 
supervisors the authorization to approve compensatory time. 

o�[ce� r�10:,o 
£, '-\ {l, ·'. 

·-�---·�----- .! 

lNTER�tll.t AUDiT DIV . 
..........._.__ _______ ,,_ 
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CITY OF LAREDO 

ENVIRONMENTAL SERVICES 

To: Elia Rodriguez, Internal Auditor 
From: John Poiter, Interim Direc� 
Subject: Compensatory Time Compliance Audit Response 
Date: March 30, 2021 

With regard to the findings of the Compensatory Time (Payroll) Compliance Audit, below is 
our response to Finding# 1: 

(1) Agreement with audit findings and recommendations or reasons for disagreement with
audit findings and recommendations
We agree with the audit as it concerns the ordinance as currently written. Neve11heless, we
offer the following: The timesheet audited, in particular, was for a member of our Personnel

Assistant II. The Personnel Assistant II is responsible for new hires, terminations, temporary
employee requests, correction of hours, and COVID related issues. The COVID pandemic
has placed a burden on the department and employee related matters. As mentioned in the
Audit, we do not feel that notifying Management is necessary - as the Comp-time was
related to COVID and personnel issues related to COVID. This issue should be handled as
the Department level.

(2) A description of the progress in resolving findings noted or plans for addressing findings
noted
In keeping with the spirit of the ordinance, the Employee will keep the Director informed as

to any issues regarding the need to complete tasks beyond the employee's 40 hours.

(3) An implementation schedule identifying specific steps to be taken and target dates for
resolution of findings and/or implementation of corrective action taken
The issue was discussed with the Employee, and the Employee will keep the Director
informed on any need for additional hours beyond the Employee's 40 hour work schedule.
Director will notify Management if an issue arises that may require the City Manager's
approval.

Thank you 
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INTEROFFICE MEMORANDUM

To:

FROM:

SUBJECT:

DATE:

INTERNAL AUDIT DIVISION

KARINA ELIZONDO, INTERIM DIRECTOR 

COMPENSATORY TIME (PAYROLL) COMPLIANCE AUDIT 
REPORT

MARCH 29, 2021

KRISTINA L. HALE, ASSISTANT CITY MANAGER

This document is in response to the Compensatory Time (Payroll) Compliance Audit 
Report: Cross Section Sample of City Departments.

Findings, the aforementioned report, noted that the Animal Care Services 
Department had a violation under finding 1- failure to obtain pre-authorization of comptime 
worked as deemed by the current ordinance.

Animal Care #s: 5553 and 6030 were requested to stay over time to complete duties 
assigned for such day. Administration failed to obtain pre-authorization.

In order to be in compliance with this section of the ordinance, the Department 
created a memorandum illustrating the ordinance and implemented the following practice. 
Please see attachment. Employees received a copy and an acknowledgment signed form 
was placed in the employee file.
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Should you have any questions, please ask Duvina Duran. 

Regards, 

Public Health 

CONFIDENTIALITY NOTICE: 

Richard A. Chamberlain, DrPH(cJ, MPH, RS 
Health Director 

Pronouns: he, him, his 
City of Laredo Hea lth Department 
A: 2600 Cedar Ave. Laredo, Texas 78040 
P: (956) 795-4918 I M: (956) 267-3767 

F: (956) 726-2632 I E: rchamberla@ci.laredo.tx.us 

www.CityofLaredoHealth.com 

The contents of this email message and any attachments are intended solely for the addressee(s) and may contain confidential and/or privileged 
information and may be legally protected from disclosure. If you are not the intended recipient of this message or their agent, or if this message has 
been addressed to you in error, please immediately alert the sender by reply email and then delete this message and any attachments. If you are not 
the intended recipient, you are hereby notified that any use, dissemination, copying, or storage of this message or its attachments is strictly 
prohibited. 
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APPENDIX B 

INTERNAL AUDIT STAFF ACKNOWLEDGMENT 

 

Elia Y. Rodriguez, Interim Internal Auditor 

Bianca V. Medellin, Auditor I 
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