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December 28, 2016 
 
 
The Honorable Tom Wolf 
Governor 
Commonwealth of Pennsylvania 
Harrisburg, PA 17120  
 
 
Dear Governor Wolf: 
 
 This report contains the results of the Department of the Auditor General’s 
performance audit of the Department of Corrections’ (Department) State Correctional 
Institution at Waymart (SCI Waymart).  Unless otherwise noted, this audit covered the period 
July 1, 2011 through June 30, 2015, with updates as necessary through the report date.  This 
audit was conducted under the authority of Section 402 of The Fiscal Code, 72 P.S § 402, 
and in accordance with applicable 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 finding and conclusions based on our audit 
objective.  We believe that the evidence obtained provides a reasonable basis for our finding 
and conclusions based on our audit objective. 
 

We performed this audit to evaluate SCI Waymart’s overtime expenses and determine 
if overtime was adequately monitored.  We found that a lack of sufficient corrections officer 
staffing led to excessive amounts of paid overtime and that deficiencies in SCI Waymart’s 
timekeeping process resulted in overpaying overtime to two corrections officers.  We offer 
five recommendations to alleviate these deficiencies.  The Department indicated that it 
concurs with the finding and recommendations. 
 
 We also conducted procedures to determine the status of the implementation of 
corrective action to address our seven prior audit findings and recommendations as presented 
in the audit report released on December 28, 2011.  We found that three prior audit findings 
were resolved, one prior audit finding was partially resolved, and three prior audit findings 
remain unresolved.  We offer seven recommendations to address the remaining deficiencies.  
The Department indicated that it has implemented corrective measures to address the issues 
noted in the status of prior audit findings. 
 



The Honorable Tom Wolf 
December 28, 2016 
Page 2 

 
 
 
In closing, I want to thank the management and staff of SCI Waymart and the 

Department for their cooperation and assistance during the audit.  I am encouraged by the 
Department/SCI Waymart’s recent efforts to correct these deficiencies.  We will follow up at 
the appropriate time to determine whether and to what extent all recommendations have been 
implemented. 

 
Sincerely, 
 

 
Eugene A. DePasquale 
Auditor General
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Results in Brief 
 

 
The purpose of this report is to communicate the results of our performance audit of the 
Pennsylvania Department of Corrections’ (Department) State Correctional Institution at 
Waymart (SCI Waymart).  Our objective was to evaluate SCI Waymart’s overtime expenses 
and determine if overtime was adequately monitored.  We also conducted procedures to 
determine the status of the implementation of our prior audit report findings and 
recommendations that were issued in our prior audit report of SCI Waymart dated December 
28, 2011. 
 
Our audit found that the lack of sufficient Corrections Officer (CO) staffing led to excessive 
amounts of paid overtime and that deficiencies in SCI Waymart’s timekeeping process 
resulted in overpaying overtime to two COs. 
 
Specifically, we found that over the four-year period of July 1, 2011 through June 30, 2015, 
the amount of annual overtime paid to COs more than tripled from approximately $1 million 
to over $3.1 million.  This was due in part to vacancies in CO positions, particularly 
Corrections Officer 1 (CO1) positions, resulting from Department-mandated hiring freezes 
and the need to staff the security shifts by paying overtime to existing staff.  We compared 
the cost SCI Waymart incurred to pay overtime during the fiscal years ended June 30, 2014 
and June 30, 2015 to the cost SCI Waymart would have incurred if CO1s had been hired to 
cover the overtime hours that SCI Waymart attributed to vacancies.  Our analysis indicated 
that SCI Waymart could have potentially saved more than $1.2 million if there had not been 
hiring freezes and it had been able to hire CO1s for the vacant positions.  Our review also 
found that 26 COs worked 500 hours or more of overtime and received more than $25,000 in 
overtime pay during the period July 1, 2014 through June 30, 2015. 
 
We also found that overtime hours recorded by SCI Waymart staff on timekeeping reports 
did not match overtime hours inputted to the payroll system and subsequently paid to COs.  
We selected 6 of the 104 pay periods that occurred during the audit period.  Of the 1,047 COs 
listed on the Marge reports (computerized reports that summarize overtime hours worked by 
COs), 26 COs’ overtime hours did not agree to the Overtime Justification reports, Of those 
26, we found that two COs were paid a combined total of six extra hours, totaling $251.  
Timekeeping reports were not updated to reflect any differences noted by the timekeeper 
during his/her review of timekeeping reports prior to inputting hours in the payroll system.  
We also found that information inputted to the payroll system is not reviewed by anyone at 
SCI Waymart prior to processing payroll. 
 
Our audit offers five recommendations for improvement.  Specifically, we recommend that 
the Department consider both the financial costs and the potential risk to security due, in part, 
to overworked staff, prior to implementing any future hiring freezes that would result in 
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staffing vacant positions with overtime rather than hiring COs.  Additionally, our 
recommendations to SCI Waymart included instructing management level COs on the 
importance of ensuring that the information recorded on the Marge reports is complete and 
accurate since they are the documents used by the timekeeping staff to input overtime 
information into the SAP payroll system and ensuring timekeeping reports, including the 
Marge reports and Overtime Justification reports, are updated, if necessary, by SCI Waymart 
staff to reflect actual overtime worked in order to have accurate support documentation and 
approved justification on file for overtime paid to COs.   
 
As a result of our procedures for determining the status of our seven prior audit findings, we 
concluded that SCI Waymart management satisfactorily resolved three prior findings, 
partially resolved one prior finding, and three prior findings remain unresolved.  SCI 
Waymart resolved the prior findings pertaining to paying employees for personal mileage 
without proper documentation, assigning priority codes to work orders and updating the 
computerized work order system upon completion of the work orders, and developing a 
written preventive maintenance plan.  SCI Waymart partially resolved the prior finding 
pertaining to ensuring employees complied with policies governing gasoline credit cards and 
monthly automotive activity reports.  SCI Waymart did not resolve three prior findings 
relating to adequate management controls over warehouse inventory, verifying monthly 
vending machine meter readings, and ensuring members of the Fire Emergency Response 
Team received the required training.  
 
Department/SCI Waymart management concur with the finding and recommendations.  
Additionally, they indicated that they have implemented corrective measures to address the 
issues noted in the status of prior audit findings.  Management’s full response is included in 
this report after the Status of Prior Audit Findings section. 
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The State Correctional Institution at Waymart (SCI Waymart) is 
located in Wayne County.  It is one of the 26 State Correctional 
Institutions operated by the Pennsylvania Department of 
Corrections (Department).  SCI Waymart has a capacity of 1,522 
inmates and, as of June 30, 2016, housed approximately 1,408 
inmates. 
 
 
Department Staffing Procedures 
 

    
Operating an SCI requires 24/7 coverage by security staff.  
Department procedures require identifying the required number of 
security positions at the SCI, known as “Posts,” and then 
calculating the needed number of positions based on the number of 
days the Posts are to be operated to ensure adequate staffing 
levels.1  Examples of Posts that must be staffed at an SCI include 
cell blocks (housing units), the security main control area, the 
infirmary, and the library.  The Department determines the 
required number of positions for each SCI and reports the 
information in a document referred to as a Manpower Survey. 
 
Security staff at SCI Waymart includes corrections officers which 
are classified into the following positions: Corrections Officer 
Trainee (COT), Corrections Officer 1 (CO1), Corrections Officer 2 
(CO2), Corrections Officer 3 (CO3), Corrections Officer 4 (CO4), 
and Corrections Officer 5 (CO5).  Generally, CO1 and CO2 
provide coverage at the Posts and CO3, CO4, and CO5 perform 
managerial duties. 
 
Department policy2 requires each COT to complete a training 
program that includes an orientation at the SCI, basic training that 
takes place at the Department’s training academy, on-the-job 
training, and in-service training for a combined total of 2,040 
hours.3  A one-year training program allows the COT to develop 
the skills and techniques of a Corrections Officer (CO).  Successful 

                                                 
1 Department of Corrections Policy 6.3.1 Facility Security Procedures Manual, Section 15 – Correctional 
Officer Staffing System, Part F – Calculation of Required Positions.  Effective April 13, 2015.  
2 Department of Corrections Policy 5.1.1 “Staff Development and Training Procedures Manual”, Section 2 – 
“Minimum Training Criteria.” Effective April 30, 2014. 
3 Based on a 40-hour work week, this equates to 51 weeks or approximately one year. 

T Introduction  
and 
Background 
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completion of the contractual and State Civil Service probationary 
period is required prior to promotion to CO1.4  After a COT is 
promoted to a CO1, he/she can independently staff a Post within 
the SCI. 
 
At the beginning of each month, SCI Waymart’s CO5 prepares a 
monthly roster for the three main work shifts that cover security of 
the SCI 24 hours a day.  The monthly roster lists all of the COs 
available for work throughout the month.  This roster is then used 
to prepare the daily rosters and relief rosters that are prepared to 
ensure that each shift every day is adequately staffed.  The daily 
roster is a listing of every Post that must be covered for that day 
and the CO assigned to that Post.  The relief roster lists the COs 
who are scheduled to work that day but are not assigned to a 
particular Post. 
 
Each day, the desk officer5 reviews the daily roster to determine 
which COs have reported that they are not available to work their 
assigned Post on that particular day.  Typical reasons for not being 
available include attending training or taking leave time.  The desk 
officer substitutes COs from the relief roster to cover the Posts 
identified.  If there are still Posts that need to be filled after all of 
the COs on the daily and relief rosters have been assigned work, 
then the desk officer will contact COs that are not scheduled to 
work to fill the Posts.  Those COs will be paid overtime. 
 
 
Approval of Overtime 
 
 
According to Department policy, overtime scheduled for COs 
should be reviewed and approved.  A log is to be maintained of all 
approved overtime that, at a minimum, includes: the date, who was 
approved, number of hours authorized, and the reason for the 
overtime.6  SCI Waymart utilizes an Overtime Justification report 
to maintain the required overtime information.  Each day the 
overtime justification report is manually filled out by management 

                                                 
4 Department of Corrections Policy 5.1.1 Staff Development and Procedures Manual – Glossary.   
5 The desk officer is a management level CO. 
6 Department of Corrections Policy 4.1.1 Human Resources and Labor Relations Procedures Manual, Section 
16 – Overtime.  Effective January 13, 2015. 
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level COs and at the end of each shift it is signed by a CO3 and a 
CO4. 

In addition to completing the overtime justification report, a CO3 
from each shift inputs overtime information from the daily rosters 
into a computerized report known as the “Marge” report.  The 
Marge report summarizes the overtime worked by COs on each 
shift.  The CO3 electronically adds his/her name at the bottom of 
the report.  A CO4 also electronically adds his/her name to the 
report to indicate his/her review and approval. 
 
At the beginning of each work day, the timekeeper7 obtains the 
Marge reports and the overtime justification report from the prior 
day.  The timekeeper also accesses a report referred to as the 
“Walk Time” report that lists the time of day when the COs use 
their ID card to enter and exit the SCI.  The walk time report is 
used by the timekeeper to determine the number of hours worked 
by the COs and confirm the overtime listed on the Marge report.  
In the event that the overtime hours recorded on the Marge report 
do not agree with hours recorded on the walk time report, the 
timekeeper will contact the desk officer for clarification in order to 
determine the correct amount of time that should be entered into 
the SAP payroll system.8  SCI Waymart management stated that, 
based upon the timekeeper’s follow-up with the desk officer, 
information on the Marge reports should be updated to reflect the 
correct amount of overtime worked by a CO.  Overtime 
information for each CO on the Marge report is then posted to the 
SAP payroll system for further processing and payment. 
 
The overtime review process is shown in the exhibit that follows: 
 
 
 
 
 
 
 
 
 
 

                                                 
7 The timekeeper is a non-management position. 
8 SAP is the computerized financial system utilized by the Commonwealth that includes a module for 
processing employee payroll. 
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SCI Waymart’s Overtime Review Process 

 

 
 

Source:  Developed by Department of the Auditor General Staff from SCI Waymart interviews and review of 
documents. 

 

  

CO3 electronically posts 
overtime hours worked by 

COs on to the Marge reports 
(one for each shift). CO3 and 
CO4 electronically types their 
names at the bottom of the 
Marge report to approve.

CO3 manually lists overtime 
hours worked by each CO and 

the justification for the 
overtime on the overtime 

justification report.  CO3 and 
CO4 manually sign report.

Timekeeper

Timekeeper 
runs walk time 
report that lists 
the time of day 
when the COs 

use their ID card 
to enter and 
exit the SCI. 

Timekeeper compares the 
hours on the walk time report 

to the overtime hours 
recorded on the Marge report 

for each CO.  

Timekeeper contacts 
the desk officer to 

determine the correct 
amount of overtime 
worked by the CO.

Timekeeper enters the 
overtime hours for 

each CO into the SAP 
payroll system for 

further processing and 
payment.

Timekeeper enters CO’s 
overtime hours, confirmed by 

desk officer, into the SAP 
payroll system for further 
processing and payment.

Agree

Disagree



  A Performance Audit Report   Page 5 
   
 State Correctional Institution at 

Waymart 
 

   
 

 
Finding   
 

Lack of sufficient Corrections Officer staffing at SCI 
Waymart led to excessive amounts of paid overtime. 

 
The State Correctional Institution at Waymart (SCI Waymart) 
incurred total overtime costs9 of $11,584,278 over the four-year 
period of July 1, 2011 through June 30, 2015.  During that four-
year period the amount of annual overtime increased from the first 
to the last year by $2,452,549, or 142%, as shown in the table 
below. 
 

Overtime Wages Paid to Security Staff10 as a  
Percentage of SCI Waymart’s Total Overtime  

Expenditures 
 

Fiscal Year 
Ended 

Total Overtime 
Wages Paid by 
SCI Waymart 

Total 
Overtime 

Wages Paid 
to SCI 

Waymart 
Security 

Staff 

 
 
Percentage 

of Total 
Overtime 

Attributable 
to Security 

June 30, 2012 $1,722,144 $1,631,407 94.7% 
June 30, 2013 $2,187,143 $2,077,644 94.9% 
June 30, 2014 $3,500,298 $3,364,541 96.1% 
June 30, 2015 $4,174,693 $4,005,529 95.9% 

Totals $11,584,278 $11,079,121 95.6% 
 
Further, the table above indicates that over 94% of all overtime 
expenditures were annually paid to SCI Waymart security staff.  
As a result, the focus of our review was limited to overtime paid to 
security staff, specifically the overtime categories of time and one-
half and double time paid to corrections officers (CO).11 
 
 
 

                                                 
9 Amounts include overtime paid at the following rates:  half-time, straight time, time and one-half, and double 
time.   
10 Amounts include overtime paid at the following rates:  half-time, straight time, time and one-half, and double 
time.  The security staff that were paid overtime were primarily Corrections Officer 1 (CO1), and Corrections 
Officer 2 (CO2). 
11 As vacancies would be staffed with overtime by corrections officers and generally paid at either time and 
one-half or double time, we focused our analysis on overtime paid in those two categories.   

1 
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Vacant corrections officer positions – a major issue 
 
 
Overtime paid to corrections officers more than tripled over a 
four-year period. 
 
Department of Corrections’ (Department) management is 
responsible for operating the Department in an efficient and 
economical manner.  However, as noted in the table below, annual 
overtime hours worked by SCI Waymart COs12 in which they 
earned overtime at a rate of either time and one-half or double 
time13 increased from 27,652 hours at a cost of over $1 million in 
the fiscal year ended June 30, 2012, to 75,682 hours and over $3.1 
million in fiscal year ended June 30, 2015. 
 

Fiscal Year 
Ended 

CO Overtime 
Hours 

Overtime 
Amount Paid 
to CO 

June 30, 2012 27,652 $1,042,304 
June 30, 2013 35,046 $1,424,233 
June 30, 2014 65,198 $2,648,367 
June 30, 2015 75,682 $3,182,865 

 
Our analysis of these overtime hours by CO positions determined 
that the majority of overtime hours worked in each of the four 
years were by CO1s and CO2s.14  For example, in fiscal year 
ended June 30, 2015, 73,228 of the 75,682 overtime hours were 
worked by CO1s and CO2s. 
 
Corrections Officer Vacancies 
 
The 2011 Manpower Survey15 showed that SCI Waymart required 
356 full-time CO1 positions in order to provide security coverage 
at the SCI.  The 2015 Manpower Survey16 showed that the 

                                                 
12 This includes COT, CO1, CO2, CO3, and CO4.  
13 We did not include in our analysis overtime hours attributed to overtime such as straight time, half -time or 
holiday time because even if vacancies were filled generally these types of overtime hours would not be 
avoided. 
14 As described in the Background section of the report, CO1s and CO2s generally provide the coverage for 
security Posts at the SCI.  During the audit period, CO2 positions were generally filled with few vacancies.  
However, the table on the following page reports on the vacancies within COT and CO1 positions. 
15 Manpower Surveys are conducted by the Department approximately every three years.  The survey was 
conducted for SCI Waymart in November 2011. 
16 The Manpower Survey was conducted in January 2015. 



  A Performance Audit Report   Page 7 
   
 State Correctional Institution at 

Waymart 
 

   
 

required number of full-time CO1 positions had increased to 368.  
The table below reports the change in the total COT and CO1 
filled, vacant, and required positions over the four-year period as 
of June 30 each year. 
 

Report Date 

Total 
Filled 

COT and 
CO1 

Positions 

Total 
Vacant 

COT and 
CO1 

Positions 

Total 
Authorized 
COT and 

CO1 
Positions 

Total COT and 
CO1 Positions 
Required Per 

Manpower Survey 
June 30, 2012 340 16 356 356 
June 30, 2013 326 29 355 356 
June 30, 2014 317 43 360 356 
June 30, 2015 320 40 360 368 

 
As shown in the table above, as of June 30, 2015, not only was SCI 
Waymart’s total authorized positions eight less than the amount 
required by the Manpower Survey but 40 of the authorized 
positions were vacant.17 
 
Although the number of filled COT and CO1 positions at SCI 
Waymart decreased during the first three fiscal years,18 there was 
still a need to cover shifts.  As a result, existing CO staff at SCI 
Waymart had to cover the shifts by working overtime at a 
significant cost. 
 
SCI Waymart management indicated that, due to Department 
mandated hiring freezes between February 2012 and August 2014, 
it was prohibited from hiring COs, except in one instance in 
December 2013.  Hiring freezes are discussed in a later section of 
this finding. 
 
According to monthly CO overtime reports,19 SCI Waymart listed 
vacancies as the cause for 15,921 hours of overtime in fiscal year 

                                                 
17 The table indicates the number of filled and vacant positions as of June 30 of each year, but does not 
necessarily represent the highest number of vacancies that occurred within the positions during that fiscal year 
as seen in SCI Waymart’s complement report as of October 7, 2014, that reported 57 vacant COT and CO1 
positions. 
18 In March 2015, the Department directed all SCIs to fill all vacant CO positions which resulted in an increase 
in filled positions as of June 30, 2015. 
19 Each month, SCI Waymart’s Deputy Superintendent for Facility Management sends a memo to the Business 
Manager that lists the reasons why COs were required to work overtime.  The reasons include but are not 
limited to leave, vacancies, and escorting inmates to locations outside the SCI. 
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ended June 30, 2014, and 39,532 hours of overtime in fiscal year 
ended June 30, 2015. 
 
For these two years, we compared the cost SCI Waymart incurred 
to pay overtime20 to existing COs to the cost SCI Waymart would 
have incurred21 if CO1s22 had been hired to cover the overtime 
hours that SCI Waymart attributed to vacancies.   
 
Our analysis indicated that Waymart could have potentially 
saved $1,239,534:  $331,765 in fiscal year ended June 30, 2014, 
and $907,769 in fiscal year ended June 30, 2015, if there had not 
been hiring freezes and it had been able to hire and train COTs as 
vacancies occurred in CO1 positions instead of paying existing CO 
staff overtime to fill the vacant positions. 
 
 
CO1s worked excessive amounts of overtime. 
 
 
In addition to the financial impact on SCI Waymart from the costs 
of overtime, there is a potential negative impact on the security of 
the institution because of the toll on COs working an excessive 
amount of overtime. 
 
Based on our review of overtime23 reports for CO1s and CO2s, 
provided by SCI Waymart management, we found 26 CO1s at SCI 
Waymart worked 500 hours or more of overtime and received 
more than $25,000 in overtime pay during the period July 1, 2014 
through June 30, 2015.  The following table summarizes the hours 
worked by the 26 CO1s and overtime amounts paid: 
 
 
 
 
 

                                                 
20 Overtime in the categories of time and one-half and double time. 
21 The cost SCI Waymart would have incurred for paying a CO1 salary for the overtime hours it attributed to 
CO vacancies was calculated using the starting salary for a CO1 plus benefits.  
22 As previously reported, COs are hired as COTs and after successfully completing approximately one year of 
training are eligible for promotion to a CO1 position.  COTs are not eligible to work all of the required Posts, 
therefore we took a conservative approach and used the salary of a new CO1 in our calculation. 
23 Overtime in the categories of time and one-half and double time. 
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Range of overtime 
hours worked by the 
26 highest paid CO1s 

Number 
of CO1s 

Range of overtime 
payment to CO1s 

500 - 750 14 $25,365 to $37,011 
751 – 1,000 9 $31,301 to $47,806 
Over 1,000 3 $33,588 to $50,607 

 
To put the overtime hours into perspective, 500 hours of overtime 
in addition to a normal 2,000 hour work year,24 is equivalent to 
working 10 hours a day, five days a week 50 weeks a year.  For the 
three CO1s that worked over 1,000 hours of overtime in addition to 
a normal 2,000 hour work year, that is equivalent to working at 
least 12 hours a day, five days a week, 50 weeks a year. 
 
Working this number of hours in a prison security position is not 
only excessive, but may lead to tired and overworked COs and 
could jeopardize the continuation of a safe, secure, and effective 
correctional institution and the health and safety of the COs.   
 
We asked SCI Waymart management if they attempted to hire staff 
to fill its vacant CO1 positions and reduce the need for overtime.  
Management indicated that during the 31-month period from 
February 2012 through August 2014 there were hiring freezes in 
place.  SCI Waymart requested on at least ten different occasions 
authorization from the Department to hire additional corrections 
officer positions.  However, all of the requests except for one were 
denied by the Department.   
 
The first six denials from the Department did not include a reason 
for the denial; however, the last three denial letters stated that the 
request was being denied for budgetary reasons. In December 
2013, the Department approved SCI Waymart’s request to fill 22 
COT positions.  Although SCI Waymart was able to fill COT 
positions in early 2014, as reported previously in the chart 
reflecting filled COT and CO1 positions, SCI Waymart was still 
operating at June 30, 2014, with nine fewer filled COT and CO1 
positions than the amount of filled positions at June 30, 2013. 
 
In March of 2015, the Department Secretary lifted the hiring freeze 
and directed all Superintendents to fill all salaried corrections 
officer vacancies as quickly as possible.  Due to the length of time 

                                                 
24 40 hours per week times 50 weeks a year (assuming 2 weeks of vacation each year.) 
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of approximately one year to hire and train COs before they would 
be ready to cover the security positions previously covered with 
overtime, SCI Waymart would not see immediate impact to their 
overtime costs through June 30, 2015. 
 
 
Deficiencies in SCI Waymart’s timekeeping process 
resulted in overpaying overtime to two corrections 
officers. 
 
 
As described in the Background section of this report, the Marge 
report is used as the primary source document for timekeeping 
staff to input overtime hours into the payroll system that calculates 
payments to COs.  However, these reports only indicate review by 
management level COs electronically typing their names at the 
bottom of the report.  A typed name is not as strong of a 
management control as requiring a manual approval signature 
because there is less assurance of the authenticity of the signature.  
The Overtime Justification reports are manually signed by 
management level COs; however, timekeeping personnel stated 
that they use the Marge reports as the primary source document for 
inputting overtime hours into the SAP payroll system rather than 
the Overtime Justification reports.  Therefore, requiring that the 
Marge reports also be manually signed to indicate review and 
approval of overtime hours would improve management controls 
over the accuracy of overtime information. 
 
After our inquiry, SCI Waymart management indicated that the 
Marge reports are now being manually signed to indicate approval.  
However, we did not review this new procedure as it was put in 
place after our testing period. 
 
SCI Waymart management indicated that the overtime hours listed 
on the Marge report are the source of information to input overtime 
hours into the SAP payroll system.25  However, the overtime hours 
per the SAP payroll reports did not match the overtime hours listed 
on the Marge reports for any of the six pay periods selected for 
review from the 104 pay periods that occurred during the audit 

                                                 
25 SAP is the computerized financial system utilized by the Commonwealth that includes a module for 
processing employee payroll. 
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period.26  Although SCI Waymart management indicated that the 
Marge reports should be updated to reflect any differences noted 
by the timekeeper during his/her review of timekeeping reports 
prior to inputting hours into SAP, updates had not been made to 
the Marge reports reviewed during our audit. 
 
Differences in overtime hours were also noted between the Marge 
reports and the Overtime Justification reports.  The following 
differences were noted between the two reports for each of the pay 
periods reviewed: 
 

Pay Period 
Ending 

Number of COs 
listed on the 

Marge reports as 
earning Overtime 

during the Pay 
Period 

Number of COs 
whose hours 

differed between the 
Marge report and 

the Overtime 
Justification report 

Number of hours 
that were different 
between the Marge 

report and 
Overtime 

Justification report 
October 27, 2012 126 1 1.5 
April 27, 2013 181 1 5 
October 26, 2013 155 2 8 
April 26, 2014 187 9 63 
August 2, 2014 189 9 48.75 
January 31, 2015 209 4 32 

 
When we inquired of SCI Waymart management staff regarding 
the differences in hours between the reports, they provided us 
documents to support that all but two of the COs in question had 
worked the hours that they were paid for and reported on either the 
Marge report or the Overtime Justification Report.  In the 
remaining two cases, management level COs had recorded the 
wrong amount of overtime hours on the Marge report and the 
errors were not caught during the timekeeper’s review of 
timekeeping documents before inputting the hours into the payroll 
system.  As a result, the two COs were paid a combined total of six 
extra hours, totaling $251.  Subsequent to us notifying SCI 
Waymart of these issues, payroll deductions were made from the 
two COs to correct the overpayments. 
 
The remaining differences in hours between the two reports were 
due to the reports not being updated when differences were noted 
during the timekeeper’s review process of timekeeping 

                                                 
26 Although the hours listed on the Marge reports did not match the hours recorded in SAP, SCI Waymart 
provided us additional documents to support the accuracy of the hours recorded in SAP that were paid to COs. 



  A Performance Audit Report   Page 12 
   
 State Correctional Institution at 

Waymart 
 

   
 

documents.27  SCI Waymart management stated that timekeeping 
staff work with CO management staff to resolve any differences in 
hours noted on the Marge report and that the correct information 
should be noted on the Marge reports.  However, in the cases 
reported in the prior table, the Marge report numbers were not 
updated to reflect actual hours worked. 
 
SCI Waymart timekeeping staff stated that the information 
inputted to the payroll system is not reviewed by anyone at SCI 
Waymart prior to processing payroll.  The Department does require 
that, each quarter, SCI Waymart perform a post audit of five 
employees that received overtime during that quarter. 28  
Department policy states that the facility (SCI Waymart) should 
forward the audit document to the Department’s central office for 
review no later than four weeks after the quarter ends. However, 
timely reviews are not always being performed as revealed in our 
review of documents for the audit of the period April 1, 2014, 
through June 30, 2014.  Overtime documents were not requested 
from timekeeping staff by SCI Waymart’s human resource office 
staff until January 22, 2015, or more than six months after the end 
of the quarter.  A more timely review should be in place to ensure 
that payments are only made for actual approved hours worked. 
 
Ensuring that edits to timekeeping documents, such as the Marge 
report and Overtime Justification report, are made to support 
overtime hours worked will provide documented support of 
overtime hours worked and paid to COs.  Additionally, by 
implementing management controls such as a more timely review 
of timekeeping documents after data has been entered into the 
payroll system helps to ensure the accuracy of overtime paid to 
staff. 
 
 
 
 
 
 

                                                 
27 Documents used by timekeeping staff to determine hours to be posted into the SAP payroll system include the 
Marge reports and the walk-time reports that reflect the times that a CO clocked in and out of the institution for 
each shift worked. 
28 Department of Corrections policy 4.1.1, “Human Resources and Labor Relations Procedures Manual,” 
Section 16 “Overtime,” effective January 13, 2015. 
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Recommendations 
 
We recommend that the Department: 
 

1. Consider both the financial costs and the potential risk to 
security due, in part, to overworked staff, prior to 
implementing any future hiring freezes that would result in 
staffing vacant positions with overtime rather than hiring 
COs. 

 
We also recommend that SCI Waymart: 
 

2. Instruct management level COs on the importance of 
ensuring that the information recorded on the Marge 
reports is complete and accurate since they are the 
documents used by the timekeeping staff to input overtime 
information into the SAP payroll system. 
 

3. Ensure timekeeping reports, including the Marge reports 
and Overtime Justification reports, are updated, if 
necessary, by SCI Waymart staff to reflect actual overtime 
worked in order to have accurate support documentation 
and approved justification on file for overtime paid to 
COs. 
 

4. Require at least one manual approval signature by 
management level COs on the Marge report after the report 
has been prepared and reviewed for accuracy. 

 
5. Implement review procedures of hours entered by 

timekeeping staff into the payroll system to ensure the 
accuracy of hours posted.  The employee assigned 
responsibility of this review should be independent of 
posting hours into the SAP payroll system. 
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Status of Prior Audit Findings 
 
 

 
 

 
 
Our prior audit of the Department of Corrections’ State 
Correctional Institution at Waymart covered the period July 1, 
2006 to November 20, 2009, and contained 10 findings and 
the status of implementing four prior findings.  During the 
current audit, we addressed the five findings that contained a 
total of six recommendations as well as two prior findings that 
contained a total of three recommendations.  On the pages that 
follow, we provide the status of these findings and offer 
additional recommendations, when applicable, to eliminate 
the deficiencies identified.  
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Prior Finding 
Five 
 

 

SCI Waymart failed to ensure that employees 
complied with policies governing the state-issued 
gasoline credit cards and monthly automotive activity 
reports. (Partially Resolved) 
 

 

Our prior audit found that for the period January 1, 2009 through 
June 30, 2009, employees did not record gasoline credit card 
purchases on the monthly automotive activity reports (activity 
reports) nor did the employees attach credit card sales receipts to 
the activity reports as required by policy.  Without properly 
recording gallons of gas purchased and attaching the gas receipt to 
the activity reports, SCI Waymart’s management cannot reconcile 
the monthly gasoline credit card bill to the individual activity 
reports and cannot adequately monitor gasoline purchases for 
reasonableness.   
 
We recommended that SCI Waymart management enforce the 
existing policies that require activity reports to be complete and 
accurate and have the business office implement procedures to 
reconcile activity reports to the corresponding state issued gasoline 
credit card statements for purchase verification. 
 
Status as of this audit 

  
Our current audit found that SCI Waymart management partially 
complied with our recommendations.  Management implemented 
procedures for ensuring that all gas purchases were accounted for 
on the activity reports.  Auditors examined the eight gas credit card 
purchases for the month of March 2015 and verified that all eight 
transactions were posted to the activity report.  However, two of 
the eight gas purchase receipts were missing. 
 
 
Recommendation 

 
We recommend that SCI Waymart management ensure that all gas 
purchase receipts are retained. 
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Prior Finding  
Six 
 

 

SCI Waymart paid personal mileage to employees 
without proper documentation. (Resolved) 
 

Our prior audit disclosed that SCI Waymart paid personal 
mileage to 17 of 54 employees without the employees 
completing a request for use of a state vehicle form during the 
period July 1, 2006 through June 30, 2009.  As a result, SCI 
Waymart did not have documentation to verify that the 
availability of a state vehicle was considered and that the 
superintendent approved the personal vehicle use as required. 
 
We recommended that SCI Waymart management ensure that 
all employees complete the required request for use of a state 
vehicle form before traveling in their personal car.  If it is 
determined that a state vehicle is not available on the dates of 
travel, it should be noted on the vehicle request form.  Finally, 
we recommended that the superintendent or his designee 
approve all employees’ requests for personal mileage. 
 
Status as of this audit 

 
Our current audit found that SCI Waymart management 
complied with our recommendations.  Of the 35 personal 
mileage reimbursement transactions for the period July 1, 2013 
to June 30, 2014,29 we tested eight transactions and found that 
all eight employees completed the required request for use of a 
state vehicle forms and the superintendent approved all the 
forms.  Additionally, we verified that all eight employees were 
reimbursed at the proper rates. 
 
 
 
 
 

 
 

 
 

 
  

                                                 
29 We did not perform procedures to evaluate this data, and as such, we determined this data to be of 
undetermined reliability as noted in Appendix A.  This data, however, appears to be the best data available. 
We believe that there is sufficient evidence in total to support our conclusion. 
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Prior Finding  
 

Seven 
 

SCI Waymart’s maintenance department did not 
properly assign priority codes to their work orders 
and did not update the computerized work order 
system upon completion of the work orders. 
(Resolved) 
 
Our prior audit disclosed that SCI Waymart management did 
not list priority codes on 40 of the 51 work orders we 
examined.  By not listing priority codes on all work orders, 
management could not ensure that assignments were addressed 
timely based on the severity of the work order request.  In 
addition, we disclosed that management did not update 
completed work orders to the management maintenance system 
as required by policy.  As a result, we found numerous 
instances where it appeared that actual maintenance work was 
not completed timely.   

 
We recommended that SCI Waymart management ensure that 
the Department of Corrections’ policy related to the assignment 
of priority codes and the accurate tracking of completed work 
orders in the management maintenance system is followed. 
 
Status as of this audit 
 
Our current audit found that SCI Waymart management has 
complied with our recommendation.  We haphazardly selected 
10 of 149 work orders initiated between March 18, 2015 and 
March 31, 2015,30 and found that all 10 were properly assigned 
a priority code.  We also verified that these 10 work orders 
were accurately tracked and closed out in the management 
maintenance system. 
 
 
 

 
 
 

  

                                                 
30 We did not perform procedures to evaluate this data, and as such, we determined this data to be of 
undetermined reliability as noted in Appendix A. This data, however, appears to be the best data available. 
We believe that there is sufficient evidence in total to support our conclusion. 
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Prior Finding  
 

Eight 
 

SCI Waymart did not have a written preventive 
maintenance plan.  
(Resolved) 
 
Our prior audit disclosed that SCI Waymart’s facilities 
maintenance managers did not develop a written preventive 
maintenance plan as required.  As a result, these managers did 
not have a mechanism to address the regular care and 
inspection of equipment.  

 
We recommended that SCI Waymart management develop a 
written preventive maintenance plan in accordance with 
Department of Corrections’ policy. 
 
Status as of this audit 

 
Our current audit found that SCI Waymart management 
developed a written preventive maintenance plan in November 
2014 and that the plan complies with Department of 
Corrections’ policy. 
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Prior Finding  
 

Ten 
 

SCI Waymart’s management controls over 
warehouse inventory were not adequate. 
(Unresolved) 

During our prior audit in October 2009, we conducted a 
physical count of 46 inventory items and found 16 instances 
where our count did not agree with the balances on the 
business warehouse inventory report.  SCI Waymart 
management attributed the discrepancies to posting errors.  In 
addition, we were informed that the business manager 
conducted inventory spot checks; however, documentation was 
not maintained to support these spot checks.  Further, 
management indicated that if discrepancies were discovered 
warehouse personnel adjusted the records without documenting 
the cause of the discrepancy or notifying the business manager 
for authorization to adjust the inventory record.  Without 
adequate inventory controls, there is an increased possibility of 
theft, fraud, and misuse of commonwealth property. 
 
We recommended that SCI Waymart management:  (1) ensure 
that spot checks are sufficient to encompass all inventoried 
items throughout the year; (2) maintain documentation to 
support these spot checks; and (3) ensure the business manager 
investigates all adjustments, provides written approval, and 
retains supporting documentation for adjusting inventory 
records. 
 
Status as of this audit 

 
Our current audit found that for the period July 1, 2011 through 
June 30, 2015, the business manager could only provide 
documentation31 for 17 weekly spot checks with the most 
current inventory spot check completed on April 18, 2013.  The 
17 spot checks did not include explanations for the 
discrepancies that were noted.  Although DOC policy does not 
require SCI Waymart to do inventory spot checks, it is a good 
business practice to perform inventory spot checks in addition 
to the annual inventory count.  

 
SCI Waymart management stated that changes to inventory, 
when discrepancies are found, are not always approved.  

                                                 
31 We did not perform procedures to evaluate these reports, and as such, we determined this data to be of 
undetermined reliability as noted in Appendix A.  This data, however, appears to be the best data available. 
We believe that there is sufficient evidence in total to support our conclusion. 
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Management attributed discrepancies in the inventory to 
employees often taking items as needed on the weekend or 
evening hours and not reporting that they had removed the 
items from the warehouse.  
 
Failure by management to develop procedures and controls to 
ensure that items removed from the warehouse are properly 
approved and recorded, regardless of the day of the week or 
time of day, lessens management’s control over inventory and 
significantly increases the risk of theft and inaccurate inventory 
records.  To address these risks, management should design 
and implement adequate controls. 
 

 
Recommendations 

 
We recommend that SCI Waymart: 

 
1. Develop written procedures and implement 

management controls to ensure that all items removed 
from the warehouse, no matter what day or time, are 
properly approved and recorded.   

 
2. Develop written procedures and implement 

management controls to ensure that the perpetual 
warehouse inventory is accurate through periodic spot 
checks as well as the annual inventory process. 

 
3. Develop written procedures and implement 

management controls for recording and approving 
inventory adjustments as well as maintaining 
appropriate documentation. 

 
4. Once these written procedures and management 

controls have been established, train all appropriate 
personnel on how to perform these procedures and 
monitor to ensure that the procedures and management 
controls are functioning as designed. 
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Previous Prior 
Finding Three 
 

SCI Waymart did not verify monthly vending 
machine meter readings.  (Unresolved) 

Our prior two audits disclosed that the vendor restocks the 
vending machines without a representative from SCI Waymart 
physically present to verify total sales.  Additionally, SCI 
Waymart is not monitoring the vending machine meter 
readings.  The absence of management oversight could allow 
the vendor to understate the total sales resulting in lower 
commissions for both the Employee Activity Association and 
the Inmate General Welfare Fund. 
 
We again recommended that SCI Waymart implement 
procedures to monitor the meter readings and restocking of 
the vending machines.   
 
Status as of this audit 

 
Our current audit concluded that management has not 
complied with our recommendation.  SCI Waymart indicated 
that procedures were implemented to verify total vending 
machine sales; however, management was not able to provide 
documented procedures.  Management stated that “[g]oing 
forward, the Business Office will conduct an end-of-month 
meter reading at least quarterly to verify that meter readings 
are accurate to calculate vending commissions.” 
 
 

Recommendation 
 

We recommend that SCI Waymart develop and implement 
written procedures to ensure total vending machine sales and 
total commissions are accurate. 
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Previous Prior 
Finding I-1 
 

Members of the Fire Emergency Response Team 
(FERT) did not receive the required training.  
(Unresolved) 

Our prior audit disclosed that, for the third consecutive audit, 
several FERT team members did not meet the annual FERT 
training requirements.  Specifically, we found that 15 of the 
24 FERT members did not complete the 16 hours of required 
training.  Failure to obtain required training may impact the 
effectiveness of the FERT team and may jeopardize the safety 
of inmates, employees, and property at SCI Waymart. 
 
We recommended that SCI Waymart management ensure that 
all FERT members complete the required 16 hours of FERT 
team training.  We also recommended that SCI Waymart work 
with the Department of Corrections to address the issue of 
determining if outside fire response training can be accepted 
as credit to meet the Department of Corrections’ requirements. 
 
Status as of this audit 
 
Our current audit revealed that SCI Waymart again did not 
ensure that all FERT members received the required 16 hours 
of FERT training for the period July 1, 2013 through June 30, 
2014.  Specifically, we found that 19 of 25 (76 percent) FERT 
members did not complete all required training.  Of the 19 
FERT members, 9 completed exactly 12 hours of training, 7 
completed exactly 8 hours of training, and 3 completed 
exactly 4 hours of training.  Auditors also determined that SCI 
Waymart management did not work with the Department of 
Corrections to address the issue of accepting outside fire 
response training as credit to meet the Department of 
Corrections requirements.  SCI Waymart management stated 
that most of the past and current facility FERT team members 
were not members of a community volunteer fire department. 
 
 
Recommendation 
 
We recommend that SCI Waymart ensure that all FERT 
members complete the required annual 16 hours of FERT 
training. 

  



  A Performance Audit Report Page 23 
   
 State Correctional Institution at 

Waymart 
 

   
 

Agency’s Response and Auditors’ Conclusions 
 
 

 
 

 
 
We provided draft copies of our audit finding and status of 
prior findings and related recommendations to 
Department/SCI Waymart for its review.  On the pages 
that follow, we included their response in its entirety.  
Following the agency’s response is our auditors’ 
conclusions. 
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Audit Response from Department/SCI Waymart 
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Audit Response from Department/SCI Waymart 
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Audit Response from Department/SCI Waymart 
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Audit Response from Department/SCI Waymart 
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Audit Response from Department/SCI Waymart 
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Audit Response from Department/SCI Waymart 

 



  A Performance Audit Report Page 30 
   
 State Correctional Institution at 

Waymart 
 

   
 

Audit Response from Department/SCI Waymart 
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Auditors’ Conclusions to Department/SCI Waymart’s Response 
 
 
The Department of Corrections (Department) concurs with the finding and 
recommendations, as well as the status of the implementation of the prior year findings 
and recommendations.  We commend the Department/SCI Waymart for taking corrective 
measures to resolve the current finding deficiencies related to, among others, excessive 
overtime and poor timekeeping procedures.  We are also encouraged by the 
Department/SCI Waymart’s response regarding resolving the prior year findings that we 
determined remained unresolved. 
 
We will follow up during the next audit to determine to what extent all recommendations 
have been implemented. 
 
 
  



  A Performance Audit Report Page 32 
   
 State Correctional Institution at 

Waymart 
 

   
 

 Objective, Scope, and Methodology 
 

 

 
The Department of the Auditor General conducted this 
performance audit in order to provide an independent 
assessment of the Pennsylvania Department of Corrections’ 
(Department) State Correctional Institution at Waymart (SCI 
Waymart). 

 
We conducted this audit in accordance with Government 
Auditing Standards, issued by the Comptroller General of the 
United States.  Those standards require that we plan and 
perform the audits to obtain sufficient, appropriate evidence to 
provide a reasonable basis for our finding and conclusions 
based on our audit objective.  We believe that the evidence 
obtained provides a reasonable basis for our finding and 
conclusions based on our audit objectives. 
 

 
Objective 
Our audit objective was to evaluate overtime expenses and 
determine if overtime was adequately monitored. 

 
We also conducted procedures to determine the status of the 
implementation of corrective action to address the 
recommendations related to seven prior audit findings as 
presented in our audit report released on December 28, 2011. 
 
 
Scope 
Unless otherwise stated, our audit covered the period July 1, 
2011 through June 30, 2015, with updates through the report 
date. 

 
Department and SCI Waymart management are responsible for 
establishing and maintaining effective internal controls to 
provide reasonable assurance that the department is in 
compliance with applicable laws, regulations, contracts, grant 
agreements, and administrative policies and procedures. 

 
In conducting our audit, we obtained an understanding of SCI 
Waymart’s internal controls, including any information 

Appendix A 
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systems controls, if applicable, that we considered to be 
significant with the context of our audit objective.   

 
For those internal controls that we determined to be significant 
within the context of our objective, we also assessed the 
effectiveness of the design and implementation of those 
controls as discussed in the Methodology section that follows.  
Any deficiencies in internal controls that were identified during 
the conduct of our audit and determined to be significant within 
the context of our audit objective are included in this report. 
 
 
Methodology 
 
To address our audit objective, we performed the following: 
 

• Obtained and reviewed Department Policy 4.1.1., 
“Human Resources and Labor Relations Procedures 
Manual,” Section 16, “Overtime” to determine what 
procedures SCI Waymart must follow regarding 
assigning, approving, and documenting overtime. 

 
• Obtained and reviewed Department Policy 5.1.1., “Staff 

Development and Training Procedures Manual,” 
Section 2, “Minimum Training Criteria” to determine 
training requirements for a Corrections Officer Trainee. 

 
• Obtained and reviewed Department Policy 6.3.1., 

“Facility Security Procedures Manual,” Section 15, 
“Correctional Officer Staffing System,” Part F, 
“Calculation of Required Positions” to gain an 
understanding of how staffing requirements are 
calculated to cover required security positions. 
 

• Interviewed and corresponded with SCI Waymart 
management and staff including the Business Manager, 
Human Resources Analyst 2, Clerk Typist 3, 
Corrections Officer 5, and Corrections Officer 3 
regarding staffing requirements and the process of 
assigning, approving, documenting and posting 
overtime hours into the payroll system for security 
staff. 
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• Obtained and reviewed SCI Waymart’s 2011 and 2015 
Manpower Surveys conducted by the Department to 
determine the required number of corrections officer 
positions necessary to provide security coverage at 
Waymart. 

 
• Analyzed SAP “Payroll Posting Detail” reports listing 

overtime hours and wages paid by SCI Waymart for the 
period July 1, 2011, through June 30, 2015, to 
determine which departments and positions were paid 
the majority of overtime. 

 
• Obtained and reviewed monthly corrections officer 

(CO) overtime reports prepared by SCI Waymart CO 
management for the period July 1, 2013 to June 30, 
2015, to determine the reasons SCI Waymart incurred 
overtime. 
 

• Prepared a cost analysis of hiring CO1s to cover the 
overtime attributed to vacancies for the period July 1, 
2013 to June 30, 2015 and compared the amount to SCI 
Waymart’s overtime wages at time and one-half and 
double time paid to existing COs to determine the 
potential savings of hiring CO1s instead of paying 
existing CO staff overtime to fill vacant positions. 

 
• Analyzed SAP “Payroll Posting Detail” reports for the 

period July 1, 2014 through June 30, 2015, to determine 
the number of COs that worked more than 500 hours of 
overtime and received more than $25,000 in overtime 
pay. 
 

• Obtained and reviewed SCI Waymart’s June 30 
complement control reports for 2012, 2013, 2014, and 
2015 to determine the number of filled and vacant CO 
positions. 
 

• Obtained and reviewed SCI Waymart’s requests for 
authorization to hire additional COs that were denied by 
the Department during the audit period. 
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• Obtained and reviewed schedules from SCI Waymart of 
applicable rates for benefits32 paid for COs during the 
period July 1, 2013 through June 30, 2015 in order to 
calculate the associated amount of benefits paid for 
overtime paid to COs and to calculate the annual 
amount of benefits that would be paid to a newly hired 
CO1. 

 
• Obtained and reviewed the Commonwealth of 

Pennsylvania Corrections Officers/Forensic Security 
Employees Pay Schedule to determine the starting 
salary of a CO1 during the period July 1, 2013 through 
June 30, 2015. 

 
• Haphazardly selected for testing 6 of the 104 pay 

periods that occurred during our audit period. 
 

• Obtained and reviewed the Marge reports and Overtime 
Justification Reports for the six pay periods selected for 
testing to determine if the reports were approved and if 
overtime hours listed on the Marge reports agreed to the 
hours approved on the Overtime Justification Reports. 

 
• Obtained and review the SAP “Payroll Posting Detail” 

reports for overtime hours during the six pay periods 
selected for testing to compare to the overtime hours 
listed for each CO on the Marge reports. 

 
• Obtained and reviewed SAP payroll documents to 

ensure payroll deductions were made to correct the two 
overpayments made to COs found during our audit 
testing. 

 
• Obtained and reviewed the documents from the 

quarterly post audit conducted of Timekeeper entries 
made in SAP for overtime paid to five employees 
during the period April 1, 2014 through June 30, 2014, 
to determine if SCI Waymart performed the post audit 
in accordance with Department policy. 

 
 
 

                                                 
32 Benefits included workers compensation, social security, retirement, leave payout, and health and life 
insurance. 
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To address the status of Prior Finding 5 in our prior audit, we 
performed the following:   

 
• Obtained and reviewed Department Policy 3.1.1, 

“Fiscal Administration,” Section 8, “Vehicles,” Part C, 
“General Operational Procedures” and SCI Waymart 
Procedures Manual regarding Policy Number 6.3.1 
WAM 1-9 Section 11, “Use of State Vehicle” to 
determine SCI Waymart staff’s responsibilities  related 
to documenting the off-site purchase of fuel for facility 
vehicles.   
 

• Interviewed SCI Waymart’s Facility Maintenance 
Manager I to gain an understanding of the procedures in 
place to document off-site gas credit card purchases and 
reconcile off-site gas receipts to the vendor’s monthly 
billing statement. 

 
• Haphazardly selected the gasoline credit card statement 

from the month of March 2015 and determined whether 
all eight off-site purchases totaling $331 listed on the 
billing statement were properly recorded on the 
monthly automotive activity reports and whether all 
eight off-site gas receipts were retained at the facility. 

 
To address the status of Prior Finding 6 in our prior audit, we 
performed the following: 
 

• Obtained and reviewed Department of Corrections 
Policy 3.1.1, “Fiscal Administration,” Section 8, 
“Vehicles,” Part B, “Use of Personal Vehicles;” SCI 
Waymart Procedures Manual regarding Policy Number 
6.3.1 WAM 1-9 Section 11, “Use of State Vehicle;” and 
the Commonwealth Travel Procedures Manual, 230.1 
Amended, Section 2, “Ground Travel” related to 
personal mileage reimbursements.   
 

• Interviewed SCI Waymart’s Facility Maintenance 
Manager I to obtain an understanding of SCI 
Waymart’s policy and procedures for reimbursement of 
personal mileage. 

 
• Haphazardly selected 8 of the 35 personal mileage 

payments or $911 of the total $2,744 paid to employees 
that traveled during the period July 1, 2013 to June 30, 
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2014, and reviewed travel documents to determine if 
they were completed and approved in accordance with 
applicable policy. 

 
To address the status of Prior Finding 7 in our prior audit, we 
performed the following: 
 

• Obtained and reviewed Department Policy 10.2.1, 
“Facility Maintenance Procedures Manual,” Section 12, 
“Maintenance Work Orders.” 
 

• Interviewed SCI Waymart’s Facility Maintenance 
Manager I regarding assigning priority codes to work 
orders and documenting the status of work orders. 

 
• Obtained a listing from SCI Waymart’s Maintenance 

Management System of 149 work orders initiated 
between March 18, 2015 and March 31, 2015, the most 
recent two week period as of the date of testing, and 
haphazardly selected 10 of the 149 work orders to 
determine if management assigned priority codes to the 
work orders and that the codes assigned reasonably 
reflected the level of work that was requested.  
Additionally, we verified whether those 10 work orders 
were tracked and closed out in the Maintenance 
Management System. 

 
To address the status of Prior Finding 8 in our prior audit, we 
performed the following: 

 
• Obtained and reviewed Department Policy 10.2.1, 

“Facility Maintenance,” Section 13, “Preventive 
Maintenance,” and SCI Waymart’s “Preventive 
Maintenance Plan.”  

 
• Interviewed and corresponded with SCI Waymart’s 

Facility Maintenance Manager I regarding developing a 
written preventive maintenance plan in accordance with 
Department policy. 

 
• Obtained and reviewed SCI Waymart’s preventive 

maintenance plan to determine if the plan complies with 
Department policy. 
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To address the status of Prior Finding 10 in our prior audit, we 
performed the following: 

 
• Obtained and reviewed Department Policy 3.1.1, 

“Fiscal Administration,” Section IV, Subsection H, 
“Inventory Management.”  

 
• Interviewed and corresponded with SCI Waymart’s 

Warehouse Manager and Business Manager regarding 
annual and weekly inventory spot checks, investigation 
of discrepancies between inventory records and the 
physical count, and approval of the subsequent 
adjustments made to inventory records. 

 
• Requested documentation to support the weekly 

inventory spot checks conducted during the period July 
1, 2011 through June 30, 2015, and reviewed copies of 
the 17 spot checks provided by SCI Waymart’s 
Business Manager to determine whether the 
documentation included explanations for any 
discrepancies noted. 
 

To address the status of Previous Prior Finding 3, we 
performed the following: 

 
• Corresponded with SCI Waymart’s Business Manager 

regarding implementing procedures for SCI Waymart to 
monitor vending machine sales.  Additionally, we 
requested, but SCI Waymart management did not 
provide documented procedures. 

 
To address the status of Previous Prior Finding I-1, we 
performed the following: 

 
• Obtained and reviewed Department Policy 5.1.1, “Staff 

Development and Training,” Section 1, “Staff 
Development and Training Office,” and Section 2, 
“Minimum Training Criteria,” including Attachment 2-
A. 
 

• Interviewed SCI Waymart’s Safety Manager regarding 
FERT training requirements and using outside fire 
response training as credit toward meeting Department 
training requirements. 
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• Obtained a listing of the SCI Waymart FERT members 
during the period July 1, 2013 through June 30, 2014, 
and reviewed the training records for all 25 FERT 
members to determine whether they completed the 
required annual 16 hours of FERT training. 
 

 
Data Reliability 
 
In performing this audit, we obtained from SCI Waymart data 
maintained in excel files that summarize the overtime worked 
by COs on each shift referred to by SCI Waymart staff as the 
“Marge” report.  We utilized selected Marge reports prepared 
during the period July 1, 2011 through June 30, 2015, to 
determine whether SCI Waymart approved and accurately paid 
overtime to COs. SCI Waymart also provided us with overtime 
data extracted from the Commonwealth’s SAP accounting 
system which included overtime hours paid to COs during the 
period July 1, 2011 through June 30, 2015.  We utilized this 
data to determine the amount of overtime hours and payments 
made to COs. 
 
Government Auditing Standards requires us to assess the 
sufficiency and appropriateness of computer-processed 
information that we use to support our findings, conclusions, or 
recommendations.  The assessment of the sufficiency and 
appropriateness of computer-processed information includes 
considerations regarding the completeness and accuracy of the 
data for the intended purposes. 
 
To assess the completeness and accuracy of the Marge reports 
and SAP overtime data, we conducted the following audit 
procedures: 
 

• Interviewed SCI Waymart management level COs with 
knowledge about the data, and specifically the 
processes used for data entry and/or input. 
 

• We obtained handwritten Overtime Justification 
Reports prepared and signed by management level COs 
that lists all of the COs that were approved to work 
overtime on each of the days in the six pay periods 
selected for review. 
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• We compared the handwritten Overtime Justification 
Reports to the Marge reports in order to ensure the 
completeness and accuracy of the overtime hours 
recorded on the Marge reports.  In instances where 
differences were found in overtime hours between the 
two reports, an additional review of handwritten Daily 
Rosters was performed to determine the amount of 
overtime hours worked by COs.  
 

• We compared for accuracy the amount of overtime 
hours paid per the SAP overtime reports to the overtime 
hours recorded and approved on the Marge reports. The 
two instances of COs being overpaid for overtime hours 
are addressed in Finding 1. 
 

• SAP data is evaluated as part of the audits conducted by 
the Department of the Auditor General of the 
Commonwealth’s Comprehensive Annual Financial 
Reports (CAFRs) and the Commonwealth’s Single 
Audits, which include assessments on the reliability of 
SAP data.  We considered the results of those 
assessments in determining the accuracy and 
completeness of the data evaluated during this audit. 

 
Based on the above, with the exception of two overpayments 
that is addressed in Finding 1, in accordance with Government 
Auditing Standards, we concluded that SCI Waymart’s 
computer-processed data was sufficiently reliable for the 
purposes of this engagement.   

 
In order for the auditors to address the status of the 
implementation of the corrective actions to the prior audit 
findings, SCI Waymart provided certain computer-generated 
reports/data to support some of its actions taken to correct the 
deficiencies noted in the prior audit report.  We did not perform 
procedures to evaluate these reports/data, and as such, we 
determined this data to be of undetermined reliability.  
However, these reports/data appear to be the best data 
available.  We believe that there is sufficient evidence in total 
to support our conclusions and recommendations related to the 
status of the implementation of the corrective actions to the 
prior audit findings. 
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