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File: 

SCR 37, REQUESTING THE AUDITOR TO CONDUCT A FINANCIAL AND 
MANAGEMENT AUDIT OF THOSE STATE DEPARTMENTS WITH SALARY 

AND WAGE OVERPAYMENTS. 

Department's Position: Comments. 

2 Information Requested: The Department of Health has worked diligently, especially in the past few 

3 years, to address this salary overpayment problem. 

4 

5 Current Total Amount of Overpayments: As required, the Department submits a monthly salary 

6 overpayment report to the Department of Accounting and General Services. Based on its December 31, 

7 2011 submittal, the Department reported the following: 

8 Gross amount of salary overpayments for 44 active cases 

9 Amount recovered 

10 Balance on December report 

I I Additional amount recovered by Attorney General 

12 Adjusted Balance 

$261,252.47 

$ 82.589.62 

$178,662.85 

$ 1,341.05 

$177,321.80 

13 The adjusted balance represents less than 0.1 % ofthe Department's payroll budget or less than 0.02% of 

14 the Department's total FY 12 appropriation. 
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In comparison, the Department's December 20 I 0 salary overpayment report reflected its gross amount 

2 of salary overpayments as $347,218.43. 

3 

4 Identifying Overpayments and Procedures to Pursue Recovery: Overpayments can be identified in 

5 several ways, either by the program, the Human Resources Office (HRO), or the Administrative 

6 Services Office (ASO). The majority ofthe overpayments are due mainly to the late reporting ofleaves 

7 without pay. In those instances, the program submits a Form G-I, Application for Leave of Absence, to 

8 HRO to reflect that the employee is being placed on leave without pay (L WOP). HRO then creates an 

9 Employee Payroll Action Report (EP AR) and sends a copy to ASO payroll so that ASO payroll can 

10 remove the employee from payroll, then calculate the amount of overpayment. A notice of salary 

11 overpayment is then sent to the employee informing the employee of the amount of overpayment, 

12 reasons for the overpayment, when the first payroll deduction will be made and that 25% ofthe 

13 employee's gross salary for each pay period will be deducted until the overpayment is paid in full. The 

14 employee has an opportunity to request a hearing ifthe employee so chooses. 

15 

16 If the employee is no longer employed by the State, a letter is sent to the former employee requesting 

17 payment in full within 30 days or the case will be forwarded to the Department ofthe Attorney General 

18 for collection. 

19 

20 Procedures to Request Leaves aud Calculatiou of Timesheets: The Department is currently 

21 completing the implementation of its web-based G-I tracking system. Under the web-based G-I 

22 tracking system, the employee submits a request for sick leave, vacation leave or leave without pay to 

23 the timekeeper of the leave tracking system. If the employee has sufficient leave, the timekeeper will 

24 generate a G-I to reflect the requested leave and give the leave form to the employee to sign. The G-I is 

25 then submitted to the employee's immediate supervisor for approval. With the manual system, the 
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employee would fill out the G-I request form and submit the form to the immediate supervisor for 

2 approval. The immediate supervisor should have checked with the person responsible for maintaining 

3 leave records to ensure that the employee had sufficient leave before approving the request. When an 

4 employee returns from sick leave, the immediate supervisor should monitor to see that the G-I form 

5 documenting the sick leave is submitted promptly. 

6 

7 If the employee is on timesheets, it is the responsibility of the immediate supervisor to verify that the 

8 employee was at work on those days before signing the timesheet. Upon receipt of the timesheet, ASO 

9 payroll will calculate the pay based on the salary reflected on the latest EPAR and the hours reflected on 

10 the timesheet approved by the supervisor. 

11 

12 Steps Taken Snbseqnent to Termination: Although the Department does not have written policies or 

13 procedures regarding employee separations, programs are aware that they need to notify HRO on a 

14 timely basis when an employee will be terminating their employment so that an EPAR can be generated 

15 and sent to ASO payroll to take the employee off payroll. 

16 

17 Additional Policies and Procedures: In our efforts to decrease salary overpayments, the Department 

18 developed a payroll adjustment notification form for the Hawaii State Hospital (HSH); issued written 

19 procedures for timesheets; and devised a web-based G-I tracking system to minimize the incidents of 

20 overpayments due to leaves without pay. In May 2008, ASO developed the Form PR-I for HSH to use 

21 to inform ASO payroll of any payroll adjustments resulting from such actions as L WOPs, terminations, 

22 transfers, etc. since HSH had the highest incidents of salary overpayments due to late or non-

23 notification of such actions. In addition, the Department distributed written procedures for the 

24 completion and submittal of time sheets in July 2010 which delineated the responsibility of the employee 

25 as well as the supervisor to ensure that timesheets are correct and accurately reflect days worked by the 



Page 4 of 4 

employee. This procedure also reminded employees to submit G-I forms on a timely basis to avoid 

2 salary overpaymel).ts. 

3 

4 Further, the Department distributed written procedures in May 20 II for the G-I leave tracking system 

5 which was developed as a result of a joint effort by the Department's Health Information Systems Office 

6 (HISO) and ASO in order to have an accurate accounting of each employee's leave record. The 

7 Department expects to have all programs utilizing this system by April 30, 2012. Currently, Kalaupapa 

8 Settlement is working with HISO to improve their internet connection so that they can utilize this web-

9 based leave tracking system. With this system fully implemented, the Department is hopeful that the 

10 salary overpayments will reflect a significant decrease in the near future. 

11 

12 Thank you for the opportunity to comment. 




























