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Report Highlights

Audit Objective
Determine whether District officials implemented 
a system to ensure that payroll was properly 
segregated and that payroll time was properly 
authorized and recorded.

Key Findings
ll Direct supervisors did not review or approve 
244 of 309 timecards (79 percent) totaling 
$171,092.

ll The Secretary did not document the reasons 
for adjustments of 151 of 158 payroll hours 
(96 percent) totaling $4,451. 

ll Commissioners or direct supervisors did not 
approve 178.25 of 196 overtime or double-
time hours (91 percent) totaling $7,833.

Key Recommendations
ll Certify payrolls before payroll checks are 
distributed.  

ll Ensure timecards for all employees are 
reviewed and approved by their direct 
supervisors.

ll Ensure Commissioners and direct supervisors 
document their pre-approval for overtime and 
double-time hours worked.

District officials generally agreed with our 
recommendations and indicated they planned to 
initiate corrective action.

Background
The New Hyde Park Fire District 
(District) is located in the Towns of 
North Hempstead and Hempstead. The 
District is a distinct corporation of the 
State, distinct and separate from the 
Towns in which it is located.

The Board of Fire Commissioners 
(Board) consists of five elected 
members and is responsible for the 
District’s overall financial management. 
Board responsibilities include approving 
the annual operating budget, adopting 
policies and certifying payrolls. The 
appointed District Secretary (Secretary) 
is responsible for recording Board 
minutes and processing payroll.

Audit Period
January 1, 2016 – September 30, 2017

New Hyde Park Fire District

Quick Facts

2016 Revenues $4.3 million

2017 Appropriations $4.2 million

2017 Budgeted Salaries $693,000

Full and Part Time 
Employees 26
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How Should District Officials Control the Payroll Process?

A well-designed payroll processing system requires policies and procedures 
that provide guidance and oversight for employees who process payroll. Payroll 
duties should be segregated so that no one person controls all phases of the 
payroll process. The system should implement monitoring procedures to verify 
that payments are accurate. Before payroll checks are distributed, payroll 
records should be reviewed and independently certified by the Board. When 
modifications and adjustments are made for timecards, there should be sufficient 
documentation supporting the reasons for the changes. Additionally, timecards 
for all employees should be reviewed and approved by their direct supervisors 
and over-time and double-time hours worked should be pre-approved by 
Commissioners or direct supervisors.1  

The Board Did Not Segregate the Payroll Function or Certify Payrolls

The Secretary collects and adjusts timecards, prepares and reviews the 
worksheets and reports payroll totals to the District’s third party payroll processor.  
However, all of these duties are performed without management oversight. While 
the Board certifies each payroll, it is unclear when the Board certifies the payroll 
because the Board does not record the date of certification on the face of the 
payroll certification or in the Board minutes. A Board Commissioner informed us 
that the certification may occur prior to or after payroll checks are distributed.   

The failure to segregate duties or establish mitigating controls over payroll and 
the lack of a clear payroll certification process can result in inaccuracies going 
undetected. 

Timecards Lacked Documentation

The Board did not implement policies and procedures over payroll. District 
officials record time and attendance using a manual punch clock and paper 
timecards. Twice monthly, the Secretary collects timecards (including her own) 
and adds the total hours each employee clocked during the pay period. During 
this process, the Secretary adjusts the total hours for each employee so that final 
hours are standardized2 for full-time employees and capped at 19.5 hours for part 
time employees.  Additionally, the Secretary indicated that employees do not clock 
out when they temporarily leave work for personal reasons, or if the employees 
are volunteer firefighters and choose to leave work to answer fire calls. Instead, 
the Secretary is verbally notified and uses that to adjust the time cards. 

Payroll

1   For further information, see http://www.osc.state.ny.us/localgov/pubs/lgmg/practiceinternalcontrols.pdf.

2   Employee hours are reported to the third party processor by hours worked; full-time employee hours are 
adjusted to 87 hours for each semi-monthly pay period. 

http://www.osc.state.ny.us/localgov/pubs/lgmg/practiceinternalcontrols.pdf
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The Secretary prepares a manual time and attendance worksheet for the pay 
period. The worksheet lists each employee and the total hours worked, with a 
separate listing for overtime or double-time hours worked. The Secretary performs 
a check of the hours for each employee and contacts the District’s third party 
payroll processor to relay hours for each employee in the pay period. However, 
the Secretary’s supervisor does not review and approve the Secretary’s work prior 
to the relaying of payroll information. The third party payroll processor generates a 
payroll report and paychecks and delivers them to the District. The Board certifies 
the payroll, but does not record the date of certification, either on the face of the 
payroll certification or in the Board minutes.  On the fifteenth and the last day of 
the month, payroll checks are distributed to or direct deposited in the accounts of 
employees.

The District has 26 employees, of which eight3 work in the District office. These 
eight employees were paid a total of $343,654 in 2016. We reviewed seven 
months4 of timecards for those eight employees, which included 309 timecards 
with gross salary payments totaling $182,739. We found that a direct supervisor 
did not review or approve 244 (79 percent) of the timecards totaling $171,092 (94 
percent) in gross salary payments:

ll The Board chairman did not review four of the 69 time cards5 submitted by 
the Secretary.

ll A direct supervisor did not review or approve any of the 240 time cards 
submitted by the remaining seven employees.  

We analyzed adjustments totaling $4,675 and found the Secretary did not 
document the reasons she adjusted 151 of 158 hours of adjustments (96 percent) 
totaling $4,451. The Secretary informed us that she made adjustments for a 
variety of reasons, including standardizing hours and employees leaving work 
during work hours as discussed previously. Also, four of the eight employees 
submitted time cards that included 196 overtime or double-time hours totaling 
$8,739. We found no indication that a Commissioner or direct supervisor 
approved 178.25 of the 196 overtime or double-time hours (91 percent) totaling 
$7,833. 

When District officials do not implement a proper system to approve time records 
and adjustments to hours worked and overtime, the District may incur excessive 
payroll costs. 

3   Four fire house maintainers, two clerks, the Secretary and the Treasurer 

4   Refer to Appendix B for further information on our sample selection.

5   During each pay period, the Secretary worked in the office and in her home, and submitted timecards for 
work done at each location.
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What Do We Recommend?

The Board should:

1.	 Segregate the payroll function.

2.	 Certify payrolls before payroll checks are distributed and document the 
date of certification on the face of the payroll certification and in the Board 
minutes.

3.	 Establish policies and procedures over payroll.

4.	 Require employees to punch in when they start work and punch out if they 
leave work for personal reasons during the day so that time cards record 
the actual time worked.

5.	 Ensure that timecards for all employees are reviewed and approved by 
their direct supervisors and that supervisors sign the cards to document 
that the time recorded is for actual time worked.

6.	 Ensure the Secretary prepares documentation supporting the reasons for 
adjustments of timecards and that the adjustments are approved by the 
employee’s supervisor. 

7.	 Ensure that Commissioners or direct supervisors document their pre-
approval for overtime or double-time hours worked. 
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Appendix A: Response From District Officials
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Appendix B: Audit Methodology and Standards

We conducted this audit pursuant to Article V, Section 1 of the State Constitution 
and the State Comptroller’s authority as set forth in Article 3 of the New York 
State General Municipal Law. To achieve the audit objective and obtain valid audit 
evidence, our audit procedures included the following:

ll We interviewed District officials and employees and reviewed employee time 
cards, Board resolutions, certified payroll reports and payroll worksheets to 
gain an understanding of the payroll process.  

ll To determine whether payroll was properly authorized and recorded, we 
reviewed timecards for all eight employees working in the District office 
as of September 2017, and sequentially sampled seven months of payroll 
reports, time cards and payroll worksheets spread evenly, by picking every 
third month throughout the 21 month audit period. We reviewed time cards 
and adjustments made by the Secretary. We compared timecards prepared 
by employees to worksheets prepared by the Secretary and identified any 
differences. Finally, we compared worksheets to the certified payroll to 
identify any differences.

ll We reviewed timecards for eight employees to determine whether they 
were approved by their direct supervisors. We also determined whether the 
Secretary’s reasons for adjustments to timecards were documented and 
whether District officials approved overtime and double-time hours. 

We conducted this performance audit in accordance with GAGAS (generally 
accepted government auditing standards). Those standards require that we 
plan and perform the audit to obtain sufficient, appropriate evidence to provide a 
reasonable basis for our findings and conclusions based on our audit objective. 
We believe that the evidence obtained provides a reasonable basis for our 
findings and conclusions based on our audit objective.

Unless otherwise indicated in this report, samples for testing were selected 
based on professional judgment, as it was not the intent to project the results 
onto the entire population. Where applicable, information is presented concerning 
the value and/or size of the relevant population and the sample selected for 
examination.

The Board has the responsibility to initiate corrective action. Pursuant to Section 
181-b of New York State Town Law, a written corrective action plan (CAP) that 
addresses the findings and recommendations in this report must be prepared and 
forwarded to our office within 90 days. To the extent practicable, implementation 
of the CAP must begin by the end of the next fiscal year.
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Appendix C: Resources and Services

Regional Office Directory 
www.osc.state.ny.us/localgov/regional_directory.pdf

Cost-Saving Ideas – Resources, advice and assistance on cost-saving ideas 
www.osc.state.ny.us/localgov/costsavings/index.htm

Fiscal Stress Monitoring – Resources for local government officials 
experiencing fiscal problems 
www.osc.state.ny.us/localgov/fiscalmonitoring/index.htm

Local Government Management Guides – Series of publications that include 
technical information and suggested practices for local government management 
www.osc.state.ny.us/localgov/pubs/listacctg.htm#lgmg

Planning and Budgeting Guides – Resources for developing multiyear financial, 
capital, strategic and other plans 
www.osc.state.ny.us/localgov/planbudget/index.htm

Protecting Sensitive Data and Other Local Government Assets – A non-
technical cybersecurity guide for local government leaders  
www.osc.state.ny.us/localgov/lgli/pdf/cybersecurityguide.pdf

Required Reporting – Information and resources for reports and forms that are 
filed with the Office of the State Comptroller  
www.osc.state.ny.us/localgov/finreporting/index.htm

Research Reports/Publications – Reports on major policy issues facing local 
governments and State policy-makers  
www.osc.state.ny.us/localgov/researchpubs/index.htm

Training – Resources for local government officials on in-person and online 
training opportunities on a wide range of topics 
www.osc.state.ny.us/localgov/academy/index.htm

http://www.osc.state.ny.us/localgov/regional_directory.pdf
http://www.osc.state.ny.us/localgov/costsavings/index.htm
http://www.osc.state.ny.us/localgov/fiscalmonitoring/index.htm
http://www.osc.state.ny.us/localgov/pubs/listacctg.htm#lgmg
http://www.osc.state.ny.us/localgov/planbudget/index.htm
http://www.osc.state.ny.us/localgov/lgli/pdf/cybersecurityguide.pdf
http://www.osc.state.ny.us/localgov/finreporting/index.htm
http://www.osc.state.ny.us/localgov/researchpubs/index.htm
http://www.osc.state.ny.us/localgov/academy/index.htm


Like us on Facebook at facebook.com/nyscomptroller  
Follow us on Twitter @nyscomptroller

Contact
Office of the New York State Comptroller 
Division of Local Government and School Accountability 
110 State Street, 12th Floor, Albany, New York 12236

Tel: (518) 474-4037 • Fax: (518) 486-6479 • Email: localgov@osc.ny.gov

www.osc.state.ny.us/localgov/index.htm

Local Government and School Accountability Help Line: (866) 321-8503

HAUPPAUGE REGIONAL OFFICE – Ira McCracken, Chief Examiner

NYS Office Building, Room 3A10 • 250 Veterans Memorial Highway • Hauppauge, New York 
11788-5533

Tel (631) 952-6534  • Fax (631) 952-6530  • Email: : Muni-Hauppauge@osc.ny.gov

Serving: Nassau, Suffolk counties

mailto:localgov@osc.ny.gov
http://www.osc.state.ny.us/localgov/index.htm
mailto:Muni-Hauppauge@osc.ny.gov
https://www.facebook.com/nyscomptroller
https://twitter.com/nyscomptroller

	Contents
	Report Highlights
	Payroll
	How Should District Officials Control the Payroll Process?
	The Board Did Not Segregate the Payroll Function or Certify Payrolls
	Timecards Lacked Documentation
	What Do We Recommend?

	Appendices
	Response From District Officials
	Audit Methodology and Standards
	Resources and Services

	Contact



