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NAS 18-01 Hurricane Irma Payroll Review 

At the request of the Financial Services Director, the City Auditor's Office performed a 
review of payroll transactions associated with Hurricane Irma payroll to provide assurance 
that the amounts requested for reimbursement for payroll (Category 8) are reasonable, 
accurate, and complete. 

We completed this engagement as a non-audit service/ agreed upon procedures and the 
review did not constitute an audit performed in compliance with generally accepted 
government auditing standards (GAGAS). However, the work was performed in 
compliance with GAGAS as they relate to non-audit services. 

We would like to express our sincere appreciation to the Finance team and individuals in 
the City Departments selected for testing for the courtesy and cooperation extended 
during the process. If you have any questions or comments regarding the assessment, 
please contact me at 242-3380. 

C: John Szerlag, City Manager 
Connie Barron, Interim Assistant City Manager 
Dolores Menendez, City Attorney 
Kimberly Bruns, Interim City Clerk 
Victoria Bateman, Financial Services Director 
Ryan Lamb, Fire Chief 
David Newman, Police Chief 
Kerry Runyon, Parks and Recreation Director 
Jeff Pearson, Utilities Director 
Paul Clinghan, Public Works Director 
Audit Committee 

P O Box 150027 
815 Nicholas Pkwy. 

Cape Coral, FL 33915-0027 
Phone 239-242-3383 Fax 239-242-3384 
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Scope and Objectives 
 
The primary objectives of the review included: 

 Compile an essential employees list 
 Determine if hours for emergency pay are accurate by agreeing actual payroll 

hours paid, hours per Form 214 (214), and hours per Labor Record forms, to 
hours included in the FEMA project workbook 
 

We reviewed payroll for September 6 through September 12, 2018 for randomly selected 
individuals from the following City Departments: 

 Police 
 Fire 
 Parks and Recreation 
 Public Works 
 Utilities 

 
Methodology 
 
Sample size was based on 10% of the population of each Department selected. We 
reviewed hours per payroll; 214s; and Labor Record forms to determine if emergency and 
emergency match hour totals per these records equaled or totaled less than hour totals 
the FEMA workbook. We also verified 214s and Labor Record forms were completed and 
signed appropriately as support for emergency reimbursement. 
 
Finally, using payroll data and responses from department heads, we compiled an 
Essential Employees list that was provided to Emergency Operations Center staff and the 
Human Resources Department for use in determining essential employee policies and 
procedures for future events. 

  
Results 
For the samples tested, we noted no material differences between actual paid hours for 
emergency straight pay and match as compared to hours submitted to FEMA for 
reimbursement; however, we noted areas for improvement that we believe will assist in 
reducing reimbursement compilation efforts for future events. These areas are noted as 
observations. No formal follow up procedures are required or will be performed by the City 
Auditor’s Office. 
 
Observation #1: Procedures for timekeeping and documentation should be formalized 
and documented prior to June 1, the start of hurricane season. 
 
During testing we noted many instances where forms were not completed consistently 
between departments. No definitive documented process currently exists. While we noted no 
significant variances between actual emergency pay and emergency match paid to totals 
submitted for reimbursement, extensive rework and revision was necessary by all 
departments. This was due in part to the fact that a definitive methodology for pay and 
documentation was not in place at the start of the emergency through the conclusion of the 
event or activities performed after the end of the emergency declaration. Documented 
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policies should be specific to the department and include examples of completed required 
forms.  
 
We noted many instances where 214s were completed inconsistently both inter-
departmentally and within departments. Revision was needed to clarify information on the 
forms. It is important to note that since the emergency, 214s have been revised to incorporate 
suggested updates.  Certain areas updated include clearly defining an area for signatures 
and a spot that indicates total hours. The same 214 should be used city-wide for all 
individuals required to complete the form.  
 
A blank 214 as well as completed examples should be available on SharePoint so that it is 
easily accessible by all City employees prior to any emergency declaration. During an event, 
submitted forms should be typed whenever possible and submitted electronically.  These 
timekeeping and documentation procedures must be formalized and communicated to 
essential personnel as soon as possible and well in advance of June 1st, the start of hurricane 
season. 
 
Observation #2: Streamline documentation process. 
 
During our review we agreed information from City payroll, 214s, and Labor Records to hours 
in the FEMA workbook. Recording hours worked in the Labor Record was duplicative and, in 
some cases, resulted in discrepancies between the different forms and systems. The City’s 
time keeping system, Kronos, can produce reports similar to the Labor Record forms that 
were manually completed. Police and Fire also have their own time keeping system, 
TeleStaff, that is used in conjunction with Kronos. In the future, reports from Kronos and 
TeleStaff should be used rather than creating a separate manual Labor Record.  
 
Source data from time systems (Kronos and TeleStaff) should be utilized to eliminate 
duplication and reduce the chance for error. Also, any capability to specially code emergency 
time in the appropriate system should be utilized; such as a special FEMA code in TeleStaff 
and Kronos, if possible. 
 
Observation #3: The City should formally define “essential” employees, develop a 
policy which clearly states roles and responsibilities and include the essential 
employee designation in all applicable job descriptions. 
 
Currently the City does not have a formal definition or policy for employees who are 
considered essential during an event. During Hurricane Irma, this lack of policy resulted in 
confusion for City employees who were unsure if they were required to stay as an essential 
employee in the City during the event. The City should formalize the definition and clearly 
state roles and responsibilities as soon as possible and well in advance of June 1st, the start 
of hurricane season. Wherever possible, the essential employee designation should be 
incorporated into applicable job descriptions and attempts to minimize the number of people 
required as essential personnel should be made. 
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Observation #4: Verify emergency pay is accurate and agrees to supporting 
documentation prior to payment. 
 
Due to unclarity of policies and procedures concerning pay, reporting, and required 
documentation, significant re-work and adjustment was required for many employees’ 
emergency pay. The City should consider paying any wages associated with an emergency 
that are in addition to normal wages in a separate pay from normal wages during the 
emergency declaration period. At a minimum, separate coding should be used to delineate 
any pay eligible for FEMA reimbursement; such as the capability available in TeleStaff. 
Paying additional emergency pay on a separate check at a later date would provide additional 
time to review emergency pay and ensure pay is accurate, agrees to supporting 
documentation and adheres to City emergency policy and procedure.  
 
During the time of emergency, payroll should occur as normal, with the “routine” hours for an 
employee posted for the pay period during the emergency, unless it is known they were 
released from duty, non-essential, etc. All emergency hours and payroll differences not 
known at the time of the emergency, should be added by adjustment into the payroll in a 
subsequent pay period. These adjustments should only be posted after 214 documentation 
has been reviewed, approved and provided to payroll. We suggest a definitive time frame of 
no longer than one or two pay periods for posting the adjustments be established to ensure 
timely payment for emergency pay if separated from “routine” pay. 
 
Observation #5: Provide regularly scheduled training for all individuals required to 
report to EOC and considered essential well in advance of June 1st, the start of 
hurricane season. 
    
Such training should provide detailed instruction for preparation of forms that the City’s 
emergency procedures consider required.  Examples of completed forms should be 
presented and discussed in detail at the training sessions. Timely training would allow for 
thorough vetting of any concerns prior to any event. Training should be individualized and 
department specific and include job aids. A combination of live classes and sessions in Saba 
should be used. 
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