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Summary 

Background 

Audits and Investigations completed an audit of overtime use for the 
pay periods May 2008 through April 2010. We performed the audit to 
ensure that written policies and procedures are followed for properly 
administering, controlling, and documenting the use of overtime. 

Our audit disclosed that the Department of Transportation ' s (Caltrans) 
established policies and internal controls for overtime use are generally 
adequate, except for the issues noted below: 

• 	 Documentation of Ovet1ime Use is not Retained as Required 
• 	 No Documentation of Pre-Approvals for Non-Emergency 

Overtime 
• 	 Approval to Exceed Maximum Overtime Hours not Obtained 
• 	 No Cumulative Tracking of Overtime Hours 
• 	 Overtime Logs Do Not Agree with the Approved Time Report 

Caltrans ' Deputy Directive DD-56, entitled Use of Overtime, was 
effective August 18, 2000 and stated the following policy: 

"Use of overtime is used as necessary to accomplish planned and 
emergency work and includes production and development. Except in 
emergencies, use of overtime is to be authorized in advance. Caltrans 
develops and follows necessary internal controls to effectively manage 
the use of overtime consistent with existing laws, rules, and 
memoranda of understanding." 

DD-56 also provides the definition of overtime as authori zed time in 
excess of the regularly scheduled 40 hour work week, and except in 
emergencies, is authorized by California Code of Regulations Sections 
599.700 and 599.702 in advance: 

• 	 To provide mandatory coverage or required public services. 
• 	 To perform work that, if not performed immediately, will 

create unsafe conditions for the public or employees, will 
impair the economy of the area or will cause damage to public 
or private property. 

• 	 To meet deadlines on planned work when regular time 
resources are insufficient. 

• 	 To accomplish production and development work where the 
use of overtime is the most efficient use of public funds or the 
most operationally effective use of staff. 

In addition, the directive provides that overtime documentation is 
specific evidence demonstrating pre-approval of overtime, overtime 
hours worked, the reason for overtime, and the product produced as a 
result of overtime. Examples include: sign in I sign out logs, weekly 
attendance logs, overtime logs, daily diaries, and contractor's work 
hours . 
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Background 
(continued) 

Objectives, 
Scope, and 
Methodology 

DD-56 also requires payment for overtime to adhere to the 
requirements of the Fair Labor Standards Act (FLSA), Memoranda of 
Understanding (MOU) for represented emp loyees, and Department of 
Personnel Administration (DP A) policies for non-represented 
employees. If the provisions of the FLSA are in conflict with the 
provisions of an MOU or DP A policies, the FLSA provisions shall be 
controlling unless the MOU or DPA policies provide a greater benefit 
to the employee. 

Caltrans' time reporting process is coordinated by the use of an on-line 
reporting system within Staff Central. Employee hours, including 
overtime, are entered and compi led into various management reports 
to measure, track, and accumulate employee costs. The system 
interfaces with the State Controller's Office to generate employee pay. 

Effective December 19, 2011, which was subsequent to the audit 
period, DD-56, Use of Overtime, was revised and issued as DD-52-R2. 
Any current written overtime policies and procedures for properly 
administering, controlling, and documenting the use of ovettime 
should adhere to the guidelines contained in DD-56-R2. 

The objectives of the audit were to determine whether written policies 
and procedures are followed for properly administering, controlling, 
and documenting the use of overtime. 

The audit covered the pay periods May 2008 through April 20 10. The 
audit focused on internal controls and procedural compliance as they 
related to overtime usage. The audit included tests as we considered 
necessary to achieve the above audit objectives. 

The audit was performed in accordance with the International 
Standards for the Professional Practice of Internal Auditing. The 
scope of our audit focused on internal controls and procedural 
compliance as they relate to the use of overtime. The review was 
performed from July 2010 through January 2011. Changes after these 
dates were not tested, and accordingly, our conclusion does not pertain 
to changes arising after these dates. 

Our methodology consisted of interviewing supervisors and managers 
in several Districts; reviewing websites and organizational charts; 
examining policy and procedure manuals, testing and reviewing 
ove1time hour documentation for compliance with established policies 
and procedures; and performing other analytical procedures and tests 
as we considered necessary to achieve the audit objectives. We 
interviewed supervisors in Districts 3, 4, and 7, and Division of 
Information Technology. In addition, we interviewed supervisors of 
the ten highest overtime earners in each audit period on a department
wide basis. 
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Conclusion 

Views of 
Responsible 
Officials 

Our audit disclosed that Caltrans' established policies and internal 
controls for overtime usage are generally adequate, except for the issues 
noted below: 

• 	 Documentation of Overtime Use is not Retained as Required 
• 	 No Documentation of Pre-Approvals for Non-Emergency 

Overtime 
• 	 Approval to Exceed Maximum Overtime Hours not Obtained 
• 	 No Cumulative Tracking of Overtime Hours 
• 	 Overtime Logs do not Agree with the Approved Time Report 

We requested and received a response from the District Directors for 
Districts 3 and 7 and the Division Chiefs for Information Technology, 
Engineering Services, and Equipment Service Center. 

William E LY is 
Acting J\s~stant Director 
Audits alri"d Investigations 

August 17, 2012 

3 




Overall Condition 
and Criteria 

FINDINGS AND RECOMMENDATIONS 


Our audit determined that the Department of Transportation (Caltrans) 
needs to improve its compliance with established policies, procedures 
and internal controls for overtime use. We found that not all 
supervisors were following Deputy Directive DD-56, Use of Overtime, 
as required of all Cal trans employees. 

Deputy Directive DD-56 defines overtime documentation as specific 
evidence demonstrating pre-approval of overtime, overtime hours 
worked, reason for overtime, and product produced as result of 
overtime. Examples included are sign in I out logs, weekly attendance 
logs, overtime logs, daily dairies, and contractor' s work hours. 

Deputy Directive DD-56 requires Program Managers, Service Center 
Directors, and District Directors to develop written instructions for 
controlling, authorizing and verifying use of overtime for their 
respective organizations. These instructions emphasize that the 
supervisor' s approval of an employee' s timesheet containing overtime 
charges mean that the supervisor has, in fact, determined that the 
overtime was duly authorized and actually worked. The instructions 
are to address the normal maximum amount of overtime an employee 
may work during a fiscal year without receiving specific approval to 
exceed that cap. 

Deputy Directive DD-56 further requires Office Chiefs and District 
Division Chiefs to manage overtime usage within their area of 
responsibility, train supervisors to effectively manage overtime use, 
and review overtime expenditures for compliance with the authorized 
level. In addition, supervisors are to ensure compliance with all 
overtime rules and procedures, ensure pre-approval of non-emergency 
overtime, provide adequate supervision for employees working 
overtime, and verify that overtime was worked as recorded and met the 
requirements of the FLSA and the applicable MOUs. They are also to 
ensure that overtime documentation is present before approving 
timesheets which report overtime, and retain documentation for two 
years. 

Without proper documentation of overtime, there is no specific 
evidence that demonstrates pre-approval of overtime, overtime hours 
worked, reason for overtime, or the product produced as a result of 
overtime. 

The specific findings and recommendations are presented in findings 
1 - 5 below: 
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Finding!
Documentation of 
Non-Emergency 
Overtime Use is 
Not Retained as 
Required 

Recommendations 

Responses to 
Finding 1 

Finding 2 -No 
Documentation of 
Pre-Approvals for 
Non-Emergency 
Overtime 

Our audit found that ten of sixty-six supervisors reviewed did not 
maintain overtime documentation as required by Deputy Directive 
DD-56. Specifically, we noted that overtime documentation was not 
retained by three construction supervisors in District 3, two 
supervisors in District 7, three supervisors in the Division of 
Information Technology, one supervisor in the Division of Equipment, 
and one supervisor in the Division of Engineering Services. 

We recommend: 
1. 	 All supervisors maintain overtime documentation as required. 
2. 	 Districts 3 and 7, and the Divisions of Information Technology, 

Equipment, and Engineering Services assure overtime 
documentation is maintained as required. 

Districts 3, 7, and the Divisions of Information Technology, 
Equipment, and Engineering Services agreed with the finding and 
recommendation and will implement the con-ective actions. For 
complete responses, please see the attachments provided by the 
Districts and Divisions. 

Our audit revealed that supervisors are not always obtaining pre
approval for non-emergency overtime. Specifically, our testing of 
sixty-six supervisors identified that four supervisors, all in District 7, 
were not obtaining pre-approval as required. One of the four 
supervisors was identified in the Department-wide testing of the top 
ten employees with overtime hours. In addition, not all supervisors 
were retaining documentation of the approval. Three of the 
supervisors identified were maintenance personnel who simply did not 
retain documentation of pre-approval for overtime hours. A fourth 
supervisor, who is in charge of the maintenance support unit, stated 
that he only has one senior delineator on staff, and that employee is 
responsible for reviewing all drawings and plans for conformance with 
Caltrans policies. The employee telecommutes from home, and comes 
into the office one day a week to pick up and drop off work. The 
supervisor stated that the employee identifies the overtime hours she 
plans to work through either a phone call or an e-mai l. Although the 
supervi sor stated that he approves the non-emergency planned 
overtime either verbally or by e-mail, he does not retain 
documentation of the approvals. 
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Recommendations 

Response to 
Finding 2 

Finding 3
Approval to 
Exceed Maximum 
Overtime Hours 
not Obtained 

We recommend: 
1. 	 All supervisors maintain documentation for pre-approval of 

overtime as required. 
2. 	 District 7 supervisors assure pre-approval of overtime hours is 

documented as required. 

District 7 agrees with the finding and recommendation and will 
distribute a memo to all Supervisors, Superintendents and Managers to 
ensure that overtime is pre-approved and documented prior to any 
overtime worked, except in cases of emergency, and the 
documentation is retained for five years. For the complete response, 
please see the attachment provided by District 7. 

Our review of sixty-six supervisors also identified that four 
supervisors, one in District 5, two in District 7, and one in District 59, 
are not obtaining approval to exceed the maximum overtime hours per 
fiscal year. Part of the audit testing consisted of determining the 
ranking of all Caltrans employees based on the number of overtime 
hours worked in each of the two years included in the audit. 

An employee in District 5 worked 686.50 hours of overtime during 
May 2008 to April 2009. The employee is a maintenance worker 
responsible for an area with heavy rockslides. 

One of the employees identified in District 7 worked more overtime 
hours than any other employee in Caltrans for both years audited, 970 
hours and 857 hours, respectively. This employee is the senior 
delineator in the maintenance support unit responsible for reviewing 
drawings and plans as discussed in finding #2 above. 

The other employee in District 7 worked 666 hours of overtime from 
May 2008 to April 2009. This employee is a maintenance 
superintendent who had several changes of direct supervision during 
the audit period. There is no documentation of any requests for 
approval to exceed the max imum number of overtime hours in either 
audit year. In addition, the employee regularly requests a "set" 
number of approximately 12 emergency overtime hours each week. 

Lastly, an employee in District 59 worked a total of 815 hours of 
overtime in the period of May 2008 to April 2009 and 722 hours for 
the period of May 2009 to April 2010. This employee is an oversight 
engineer in a faci lity in China. 
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Finding 3 
(continued) 

Recommendations 

Responses to 
Finding 3 

Finding 4 - No 
Cumulative 
Tracking of 
Overtime Hours 

Recommendation 

Responses to 
Finding 4 

In addition to DD-56, District 7 has an Informational Notice 
concerning Overtime Policy and Instructions for their district that 
states, "District policy limits all employees to no more than 450 hours 
of overtime per fiscal year. Exceeding this cap requires pre-approval 
by the Chief Deputy District Director. Overtime that will exceed 250 
hours in a fiscal year must be pre-approved by the Deputy District 
Director. In general, employees should not average more than 50 
hours of overtime a month ... " 

It is the supervisor' s responsibility to pre-approve and monitor all 
overtime hours. However, for these employees, no pre-approval of 
overtime hours occurred and, as a result, management may not have 
been aware that the overtime cap had been exceeded. 

We recommend: 
1. 	 All supervisors follow the requirements to request approval to 

exceed the maximum number of overtime hours per fiscal year. 
2. 	 District 5, 7 and 59 obtain prior approval for employees who may 

exceed the maximum number of overtime hours per fiscal year. 

Districts 5, 7 and 59 agreed with the finding and recommendations and 
will implement the COlTective actions . For complete responses, please 
see attachments from the Districts and Division. 

During audit testing, it was determined that several supervisors were 
not cumulatively tracking overtime hours for individual employees. 
Although neither Deputy Directive DD-56 nor district policies 
specifically state that supervisors must maintain cumulative overtime 
hours, the guidelines do require that employees work only a maximum 
number of overtime hours each fiscal year without obtaining specific 
approval to exceed the cap. As a result, supervisors do need to know 
the total number of hours worked by individual employees each fiscal 
year to ensure that approval to exceed the maximum hours is obtained. 
Therefore, cumulative totals of overtime hours worked must be 
maintained by supervisors for each employee. 

We recommend all supervisors maintain cumulative totals of overtime 
hours worked for individual employees. 

DHR, Districts 3, 7 and Division of Information Technology agreed 
with the finding and recommendation and will implement the 
corrective actions. For complete responses, please see attachments 
from the Districts and Division. 
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Finding 5
Overtime Logs Do 
Not Agree with 
Approved Time 
Report 

Recommendation 

Responses to 
Finding 5 

Audit Team 

During audit testing, it was determined that the overtime logs did not 
agree with the approved time report in four instances in District 7 and 
two instances in the Division of Information Technology. As a result, 
we were unable to determine if employees were under or over paid for 
overtime worked. It is the supervisor's responsibility to ensure that 
overtime reported agrees with the overtime logs prior to approving 
timesheets. 

We recommend: 
1. 	 All supervisors maintain accurate overtime documentation. 
2. 	 District 7 supervisors approve overtime hours in accordance with 

pre-approved overtime hours. 
3. 	 Division of Information Technology maintain overtime logs for all 

overtime hours worked, including overtime hours reimbursed by 
other Divisions. 

District 7 and the Division of Information Technology agreed with the 
finding and recommendations and will implement the corrective 
actions. For complete responses, please see the attachments from the 
District and Division. 

Laurine Bohamera, Chief, Internal Audits 
Paula Rivera, Audit Supervisor 
Don Daily, Auditor 
Chantha Da, Auditor 
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ATTACHMENT 


DIVISION OF HUMAN RESOURCES RESPONSE TO THE DRAFT REPORT 




State of California 	 Business, Transportation and Housing Agency 
DEPARTMENT OF TRANSPORTATION 

Memorandum 	 Flex your power! 
Be energy efficient I 

To: 	 WILLIAM E. LEWIS Date: October 29, 20 12 
Acting Assistant Director 
Audits and Investigations 

From: 

Subject: 	 Draft Audit Report on Overtime Use 

The Divi sion of Human Resources (DHR) has met with your staff regarding the audit findings in 
the Draft Audit Report on Overtime Use. There were no direct findings or recommendations 
specific to DHR. However, DHR will assist in re-enforcing Caltrans policy by monitoring 
overtime as follows: 

Finding 1: Documentation of Non-Emergency Overtime Use is Not Retained as Required 
by Deputy Directive 56. 

DHR will send out a Personnel Information Bulletin (PIB) to all employees on Overtime Use 
annually. The PlB will include pertinent information contained in Deputy Directive 56-R2 and 
Directors Policy 02. 

Finding 4: Cumulative Tracking of Overtime Hours 

DHR will assist in this effort by providing annual overtime reports to Deputy Directors and 
District Directors. These reports will be generated by DHR during the month of February each 
year. 

"Caltrans improves mobility across California " 



ATTACHMENT 


DISTRICT 3 RESPONSE TO THE DRAFT REPORT 




State or Cal ifornia nusin..:~s. Transportat ion anct I lousing t\g..:ncy 
1)1-:l'AHT:\1 E:'\T O F T ltA:'\ S I'O irl 't\'1'10:'\ 

Memorand u m F lex y our power ! 

/Je l'lll!rgy e.ffici<!ll t! 

To: 	 WILLIAM E U~WLS Dat e: Novembe r 5, 20 I2 
Acting Assis ta nt Director 

Audits and In vest i gati ons~~ 
F ile: 	 P3000-0400 

Fro nt : 	 .I ODY JON ES 
Director, Dis tric t 3 

S ubj ect: 	DRAFT AUDIT REPORT ON OVERTIME USE 

T he rece nt dra ft a udit o f ove rti me usc identifi ed several areas that need to be s tre ngthened in our 
processes . As a resu lt of those findi ngs, a nd in prepa ration of the Final Report, pl ease note the 
District's response to the aud it : 

Finding 1 - D oc um e n t a t io n of Non- l':m c r gcn cv Ove rtime Us c is N ot R etain ed As Required 
The overtime aud it focused on fi e ld Construct ion sta rr in 0 3 and found that three supervisors 
did not retain ove rtime doc umentati on. Field superv isors mainta in daily diar ies of the ir 
activities and do record ove rtime usage in th em. T hose diaries arc typica lly boxed up \vi th the 
projec t fi les when a co ns truc tion proj ect is complete and could be located withi n any of th e 20+ 
boxes fo r a proj ect . They may rema in within the same Co nstruct ion RE Office \Vhcrc they were 
generat ed, or co uld be tran sfe rred to another locatio n vvhe n that RE Oni cc is closed. As a resu iL. 
trying to locate the app ropriate diary to link it to the actua l overtime pa id can be a challenge, a nd 
especia ll y without adeq uate time to do so. The audi t period occurred pri or to the mos t rece nt 
update of DD-56-R I whi ch requ ires enhanced doc umenta l io n o f the pre-authorizatio n of 
overtime. As discussed in the Audit Find ings co n fe rence call , o ur hope is that Sta ff Central ca n 
be modifi ed to include addi tional detail requi red by DD-56 -R I, o r that the Directive can be 
modifi ed so that the pre-approval a nd ac tual hours wo rked in Staff Ce ntra l wi ll be s uffi cient 
documentation. Until that happe ns, DJ will conti nue wi th the exist in g pre-approval practice 
now in place as a resul t of DD-56-R I, and ensure that the records are maintained in a central fi le 
separa te from the proj ec t fil es that get permanentl y boxed up . 

Finding 4- No C umulative Tracking of H o urs 
The aud it reco mm endatio n is tha t a ll s upe rvisors ma intai n cumula tive totals of overtime hours 
worked for the ir respect ive employees . The District Budge ts Office currently se nd s out a 
month ly re po rt of overtime hours worked by emp loyee name to al l Managers and Superv iso rs by 
the 15th of the each month. The report is also ro ut inely prov ided again to any superviso rs that 
request it and arc cntitlcclt o have it. We wi ll se nd an ema il to a ll Manage rs and Supe rvisors to 

"( 'allraus improv.:s muhility across Cal!fiHIIIII .. 



WILLIAM E. LEWIS 
November 5, 2012 
Page 2 

remind them of the requirement to maintain records for their own subord inate staff and of the 
availability of the report from the Budgets Office. 

Thank you for the opportunity to respond to the draft findings, thereby allowing us to improve 
our internal processes in respect to the approval and management of overtime. If you have any 
questions or need additional informati on, please contact Susan Elkins at (530) 74 1-4234. 

c: 	 Lorraine Bohamera, Chief, Internal Audits 
Susan Elkins, Deputy District Director, D3Administration 

"Cal trans improves mobiliO' across Cal!fomia " 



ATTACHMENT 


DISTRICT 7 RESPONSE TO THE DRAFT REPORT 




Stal.: or Cn li rorn ia Business. Transponmi0n and Housing Agency 
DEPART:'\1£:-IT OF TR.\ :-;SPORT.-\TIO\ 

Fll'x your JliJ II't!r!Memorandum 
Be •.magy efficiem ! 

To: 	 WILLIAM E. LEW IS Date: October 4, 20 l2 
Acting Assistant Director 

:::::·::::::ions' () \]/ @~')From: ~"-'-~'-( Y, . . ..~ .iJ.r---,.Acting District Di rector ~ 


Di strict 7 


Subject: Response to Draft Audit Report on Overtime Use (P3000- 0400) 

After reviewing the draft audit report and pat1icipating in the exit conference, District 7 >vi ii be 
taking the following steps to address the findings of the audit. 

District 7 Work Plan 

Item Steps Completion Date Person Responsible 
Documentation of Non- Distribute memo to all Supervisors, 
Emergency Overtime Use Superintendents and Managers. 
is Not Retained as Revie w current process of overtime Herby Lissade 
Required usage to ensure it complies with all 

policies, guidelines and procedures 
and that the documentation is 
retained as required. 

October 26, 20 12 Acting DDD 
Maintenance 

No Documentation of 
Pre-Approvals for Non-

Emergency Overtime 

Distribute memo to all Supervisors, 
Superintendents and Managers to 
ensure that overtime is pre-approved 
and documented prior to any 
overtime worked, except in cases of 
emergency, and the documentation 
is retained for fi ve years. 

October 26, 2012 
Herby Lissade 
Acting ODD 
Maintenance 

Approval to Exceed 
Maximum Overtime 
Hours not Obtained. 

Distribute memo to all Supervisors, 
Superintendents and Managers 
regarding the requirements to 
request approval to exceed the 
maximum number of overtime 
hours per fiscal year. 

October 26, 2012 
Herby Lissade 
Acting DOD 
Maintenance 

No Cumulative Tracki ng 
of Overtime Hours 

Distribute memo to all Supervisors, 
Superintendents and Managers 
regarding cumulative tracking of 
overti me hours for individua l 
emplo yees. 

October 26, 2012 
Herby Lissade 
Acting DOD 
Maintenance 

Overtime Logs Do No t 
Agree with the Approved 

Time Report 

Dislribute memo to all Supervisors. 
Superintendents and Ma nagers to 
ensure that overtime was actuall y 
worked and that overtime reported 
matches overti me logs prior to 
approving time shee1s. 

October 26, 20 12 
Herby Lissade 
Acting DOD 
Mai ntenance 

··cultralls impro •·<·s mobility across Cal!fimria ·· 



Progress report s providing feedback on the status of the \\'Ork plan item s \\'ill be provided at 60
day. 180-day and 360-clay milestones. 

If you ha\'C any question s or need additio nal informati on. please contact Duncan Mcintosh. 
Deputy Di str ict Di rector of Adm ini strat ion at (213) 897-0362. 

c: Lindy K. Lee. Chief Deputy Di strict Di rector 
Duncan Mcintosh. Deputy District Director. A.dm ini s trntion 
Herby. Li ·sacle. Acting Deput y Di strict Director. Maintenance 

·calrr""' impro•·"·' mobilill' aero;, Coli/omia .. 



ATTACHMENT 


DISTRICT 5 RESPONSE TO THE DRAFT REPORT 




State ofCalifomia 
DEPARTMENT OF TRANSPORTATION 

Business, Transportation and Housing Agency 

Memorandum Flex your power! 
Be energy efficieutl 

To: WILLIAM E. LEWIS 
Acting Assistant Director 
Audits tions 

Date: September 26, 2012 

From: 

District Director 
District 5 

Subject: Response to Draft Audit Report on Overtime use 

A finding was identified in the Draft Audit Report on Overtime Use for District 5 to 
address . Finding 3 states: "An employee in District 5 worked 686.50 hours of overtime 
during May 2008 to April2009 . The employee is a maintenance worker responsible for 
an area with heavy rockslides." 

In October 2011, the District became aware of a problem with overtime abuse in this 
employee's area. After initial research by the District, it became apparent that the 
problem was much bigger than the District could investigate. The District contacted 
Audits and Investigations in November 2011, and it was decided that the District would 
request that the California Highway Patrol conduct a thorough investigation into overtime 
abuse and other activities at this maintenance station. As a result of this investigation, 
four employees, including the employee mentioned in the findings , were arrested for theft 
and dismissed from state service for ovettime abuse. 

Additionally, the Deputy District Director for Maintenance and Operations in District 5 
issued a Memorandum for "Overtime/ CTO (Overtime) Guidelines for District 5 
Maintenance Field Employees", on December 6, 2011 (attached). These guidelines 
provide an adequate monitoring, control, and verification system to ensure that overtime 
for field employees is consistent with Deputy Directive 56-R1: Use of Overtime. These 
guidelines are now followed by all Maintenance field staff in the Di strict. 

These actions directly address the finding in the Draft Audit Report on Overtime Use, 
and overtime abuse has been corrected. 

c: 	 Steve Price, Deputy District Director- Maintenance and Operations 
Laurine Bohamera, Chief, Internal Audits, Audits and Investigations 

"Caltrmrs improves mobility across California " 



State ofC'alifomia 	 Business, Transportation and Housing Agency 
DEPARTMENT OF TRANSPORTATION 

Memorandum Flex yourpower! 

Be energy efficient! 

To: 	 DISTRICT 5 MAINTENANCE SUPERVISORS Date: December 6, 2011 
DISTRICT 5 MAINTENANCE SUPERINTENDENTS 
DISTRICT 5 MAINTENANCE MANAGERS 

From: 	 STEVE PRICE 
Deputy District Director- Maintenance and Operations 
District 5 

Subject: Overtime/CTO (Overtime) Guidelines for District 5 Maintenance Field Employees 

In accordance with Deputy Directive 56-Rl "Use of Overtime", Maintenance employees 
are authorized to work overtime when approved in advance and for emergency needs. 
Each District is required to establish an adequate monitoring, control, and verification 
system to ensure that ove1iime for field employees is consistent with DD-56-R1 . 
Effective immediately, the procedures described below wi11 be followed by all District 5 
Maintenance Field employees. 

Controls 
When adequately budgeted and resourced, normal maximum overtime utilization for any 
employee should not exceed 50 hours per month. If an employee's ove1iime worked is 
expected to exceed 50 hours per month, an overtime exemption form (attached) signed by 
the Region Manager will be required. If an employee's overtime worked is expected to 
exceed 100 hours in a month, an exemption approval from the Deputy District Director of 
Maintenance will be required. If an employee's overtime worked is expected to exceed 
450 hours in a calendar year, an exemption approval from the District Director will be 
required. 

Authorization for Emergency Calls 
When an employee receives a caii to respond to an emergency, he/she shall notify the 
immediate supervisor as soon as possible, preferably at the time of the call. If the 
supervisor is not available, a message must be left on the Supervisor's voice mail. The 
employee shall inform the supervisor of the following: 

• 	 The party reporting the incident: 
o 	 If law enforcement, note the log or incident number. 
o 	 If a private citizen, note the name and phone number of reporting party. 

• 	 All of the above information shall be recorded in comments in the IMMS work 
order 

"Cnltrmrs Improves mobility across Cnlifomin" 



Authorization for Planned Overtime 
A Planned Ove1iime Request Form (attached) will be submitted in advance of all planned 
overtime work. The request shall be approved prior to any overtime being worked. The 
approval process will follow the following steps: 

• 	 Supervisor submits request fo1m to Maintenance Area Superintendent. 
• 	 Maintenance Area Superintendent approves and forwards to Region Manager. 
• 	 Region Manager approves and sends back to Area Superintendent and Supervisor 
• 	 Superintendent sends approved request to Region Office 
• 	 Region Office retains requests and conducts comparison audit with actual hours 

worked in IMMS. 

Reporting and Monitoring 
Overtime documentation supports the pre-approval ofovertime, overtime hours worked, 
reason for overtime, product or end result produced as the result ofovertime hours 
worked. This documentation is essential for managing the District Maintenance program 
and budget monitoring. All details of overtime work must be captured accurately in 
IMMS reporting, comments, diaries, and posted overtime logs . Supervisors, 
Superintendents and Managers are responsible for ensuring overtime is being worked 
responsibly and in accordance with DD-56-Rl, FLSA, MOU and DPA policies. 

Any violation of these guidelines or Departmental Deputy Directives/Director's Policies 
may result in disciplinary action. 

Attachments : 
Deputy Directive 56-Rl 
Overtime Request Form 12-0F-0004B 
Nonemergency Ove1iime Request Authorization Form ESC-0013 

"Callrnns improves mobility across California" 



California Department of Transportation 
Flex your power! 

Be energy efficient! 

Deputy Directive Number: DD-56-R1 

Refer to 
Director's Policy : DP-02 

Ethics 

Effective Date: 11-22-11 

Supersedes: DD-56 (August 18, 2000) 

TITLE Use of Overtime 

POLICY 
The California Department ofTransportation (Department) will consider the 
use of overtime when necessary and appropriate to accomplish planned and 
emergency work. All Department managers and first line supervisors are 
responsible for the effective management and careful use of this method of 
compensation consistent with existing laws, rules, and memorandums of 
understanding (MOUs) . Employees must obtain authorization in advance 
before overtime hours are worked, except in an emergency. Proper 
documentation is required in all situations where overtime is utilized, 
including emergencies. 

DEFINIITON$ACKGROUND 
Government Code section 19851 , subdivision (a), provides that it is the policy 
of the State to avoid the necessity for overtime work by its employees 
whenever possible. 

Overtime is defined as authorized time in excess of the regularly scheduled 
work week per Section 599.700 of the California Code ofRegulations. 

Per the California Code ofRegulations Section 599.702 and the State 
Administrative Manual (SAM) Chapter 8540 all agencies must maintain 
complete and accurate records of all compensable overtime worked by its 
employees, even in cases of emergencies. 

Emergency exceptions include situations were overtime is utilized to: 
• 	 Provide mandatory coverage or required public services. 
• 	 Provide work to prevent unsafe conditions for the public or employees to 

manage and reduce the economy of the area, or reduce damage to public 
or private property 

"Caltrans improves mobility across California" 



Deputy Directive 
· Number DD-56-Rl 
Page2 

Overtime Documentation is specific evidence demonstrating pre-approval of 
overtime, overtime hours worked, reason for overtime, and product produc~d 
as a result ofovertime. Examples of acceptable documentation to support 
overtime include: time sheets, sign in/out logs, weekly attendance logs, 
overtime logs, daily diaries, or contractor's work hours. All designated 
supervisors approving time worked must comply with all of the Depat1mental 
guidelines for the recording of time worked directed in Deputy Directive 108, 
Timely Submission and Approval ofTimesheets. 

A link to these guidelines may be found at: 
http://admin.dot.ca.gov/tr/rppo/dep directives/DO-l 08.pdf 

Payment of overtime must adhere to the requirements of the Fair Labor 
Standards Act (FLSA), Memorandum ofUnderstanding (MOU) for 
represented employees, and/or the Depat1ment of Personnel Administration 
(DPA) policies for non-represented employees. If the provisions of the FLSA 
are in conflict with the provisions of an MOU or DPA policies, the FLSA 
provisions shall be controlling unless the MOU or DP A policies provide a 
greater benefit to the employee. 

RESPONSIBILITIES 
ChiefDeputy Director 

• 	 Establishes the Statewide Policy on the use of overtime. 

Deputy Director, Administration: 

• 	 Monitors timely delegation of and authorization of overtime. 

• 	 Ensures that the approval to use overtime is not subdelegated below the first
line supervisor. 

• 	 Encourages managers and supervisors to carefully evaluate the use of 
overtime when workload and work conditions warrant. 

• 	 Ensures that all managers and supervisors are aware of this policy and the 
Departments' guidelines on the use of overtime. 

Chief, Office ofLabor Relations, Safety and Staff Development: 
• 	 Advises managers of the requirements of the State and federal Jaws, 

regulations, MOUs and Departmental policy regarding the use of overtime. 

Managers and Supervisors: 

• 	 Carefully evaluate and consider the use of overtime, when appropriate for 
planned work or in cases of emergency. 

• 	 Ensure that overtime is preauthori zed and documented prior to any overtime 
work hours being accrued by their employees, except in cases of emergency. 

• 	 Ensure that documentation communicates the reason for overtime worked . 

"Caltrans improves mobility across California" 
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Deputy Directive 
Number DD-56-Rl 
Page 3 

• 	 Ensure that overtime hours claimed were actually worked. 

• 	 Monitor that employees working overtime hours do not exceed the maximum 
cap amount of overtime. 

• 	 Ensure that authorization of overtime does not exceed the specific hour 
limitations 

• 	 Completes the proper preauthorization documentation for any overtime that 
will exceed the specific fiscal overtime hour limitations established by the 
FLSA, MOUs, and DPA policies. 

• 	 Review all of the overtime documentation procedures and time keeping 
requirements with employees prior to granting preauthorization. 

• 	 Report any misuse ofovertime and be willing to support any legal efforts that 
may occur as a result of an investigation in to the alleged misuse ofovertime. 

All Caltrans Employees: 

• 	 Must comply with all policies, guidelines and procedures related to the proper 
use of overtime. 

• 	 Must seek preauthorization from their designa ted supervisor before any hours 
in excess of their established time-base are worked. 

• 	 Submit an accurate recording of any authorized overtime worked according to 
the Department's time-reporting guidelines. 

• 	 Must be willing to comply with any investigation ofmisuse ofovertime. 

APPLICABILITY 
All Department employees, including civil service, temporary, emergency, 
limited-term, seasonal, exempt, special employment, retired annuitants, and 
civil service student assistants, paid through the State Controller' s Office 
payroll system. · 

Original Signed By 	 November 22, 2011 

RJCHARD D. LAND Date Signed 
ChiefDeputy Director, Acting 

"Caltrans imp roves mobility across California" 



STATE OF CALIFORNIA· DEPARTMENT OF TRANSPORTATION 

OVERTIME REQUEST 
12-0F-00046 (NEW07/2011 ) 

Date: cc: 

REQUESTED BY: 
tirftrruts• 

OVERTIME USED THIS MONTH TO DATE : 

WORK DATES ROUTE LOCATION CREW SIZE START TIME END TIME ACTIVITY 

TOTAL HOURS 

JUSTIFICATION I NOTES: 

ACTUAL HOURS USED: ---------------------
APPROVED BY: AREA SUPERVISOR: 

HOURS REQUESTED: REGION MANAGER 

W-illE: 

YELLOW: 

PINK: 

REGION MANAGER 

REGION FILE 

SUPERVISOR 

ADA N t• For individuals with sensory di sabilities, this document is available in alternate formats. For information call (916) 654·6410 or TOO 
0 ICe (916) 654-3880 or write Record s and Forms Management, 1120 N Street, MS-89, Saaamento, CA 95814. 



STATE OF CALIFORNIA • DEPARTMENT OF TRANSPORTATION 

NONEMERGENCY OVERTIME REQUEST AUTHORIZATION 
ESC-001 3 (REV. 5/2007) 

DIVISION 

EMPLOYEE NAME 

REQUEST APPROVED 

OFFICE 

HRS. OT TOTAL OT 
WORKED HRS. WORKED TO 

PREVIOUS MO. YEAR TO DATE 

SUPERVISOR (Deputy Division Chief 2 
) 

COST CENTER 

CURRENT MO. 
HOURS 

REQUEST ED' 

MONTH/YEAR 

PURPOSE OF OVERTIME 

DATE 

1. 	 If the CURRENT MO. HOURS REQUESTED exceeds the recommended limits of hours per month, the Deputy Division Chief must approve the request. 
2. 	 If the Total OT HRS. WORKED TO YEAR TO DATE plus the CURRENT MO. HOURS REQUESTED exceeds the DES recommended limit of 450 hours per year, the request must be approved by 

the Division Chief. 

If an emergency or unanticipated overtime need occurs and contact ca nnot be made through the employee's chain of command, the employee is to make contact as soon 
as possible the following morning . 



ATTACHMENT 

DIVISION OF INFORMATION TECHNOLOGY RESPONSE TO THE DRAFT 

REPORT 




State of California Business, Transportation and Housing Agency 
DEPARTMENt' OF TRANSPORTATION 

Memorandum Flex your power! 
Be energy ejJiciellt! 

To: 	 WILLIAM LEWIS Date: October 29, 2012 
Acting Assistant Director 
Audits and Investigations 

From: 	 DOUG KEMPSTER 
Acting Deputy Director 
Information Technology 

Subject: Response to Draft Audit Report on Overtime Use 

Attached is Information Technology's work plan in response to the Audits and Investigations 
Overtime Audit. 

We appreciate the opportunity to continually improve our overtime oversight to ensure IT is 
compliant with all Caltrans' relevant processes and procedures. 

As required, Information Technology will again report on the progress of the work plan at 60, 
180, and 360-day time periods from when the final report is issued. I have confidence that all 
tasks and action items contained within the work plan will be completed within these time 
frames. 

If you have any questions on the work plan contents or need additional information, please 
contact Gregory Gollaher, ChiefIT Adminiatration, at (916) 657-0550, or by e-mail at 
gregory _gollaher@dot.ca.gov, for assistance. 

Attachments 

cc: Laurine Bohamera 

"Ca/trans improves mobility across California" 
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OVERTIME LOG INSTRUCTIONS 

OFFICE CHIEF SUBMITTAL TO DIVISION CHIEF ·COB WEDNESDAY 
DIVISION CHIEF APPROVAUDENIAL TO OFFICE CHIEF ·NOON ON THURSDAY 
DIVISION CHIEF APPROVAUDENIAL TO IT ADMIN • NOON ON THURSDAY 

Planned 
All planned overtime (standby or scheduled) must be documented on the Information Technology Planned Overtime worksheet. This worksheet includes the 
following information: 


Date of overtime 

Employee name 

ProjecVassignmenVtask 

Justification for overtime (must include why the task(s) are Mission Critical and why the task(s) cannot be completed during normal business hours . 

Type of overtime (P = Planned or S =Standby) 

Estimated hours to be worked 


Employees will need to fill out and submit this worksheet on a weekly basis to their Office Chief if they are planning to work any overti me for the upcoming week 
(Sunday- Saturday) or are on the Standby schedule for the upcoming week. 

Office Chief will roll up all approved overtime requests for their Office into one worksheet, sign on the bottom as approving, and forward to their Division Chief 

for approval. 


Division Chief will approve or deny each line item of overtime for their Division. Once the Division Chief has completed their approvals and denials, they will 

send back to the Office Chiefs and IT Admin. 


Office Chiefs are responsible for letting employees know if their overtime has been approved. 

Emergency 
All emergency overtime must be documented on the Information Technology Emergency Overtime worksheet. This worksheet includes the following 
information: 

Date of overtime 
Employee name 
Emergency work performed 
Justification for emergency overtime worked (must include why the task(s) are Mission Critical and why the task(s) cannot be completed during normal 
business hours) 
Type of overtime (CBH = Call back was able to take care of from home or CBW =Call back needed to come into work) 
Actual hours worked 

Employees will need to fill out and submit this worksheet on a daily basis to their Office Chief if they are called during non-work hours and asked to perform any 
emergency work. 

Office Chiefs will roll up all emergency overtime worked for the week for their Office into one worksheet, sign on the bottom as acknowleding the employee was 
called in to do emergency work, and forward to the Division Chief. 

Division Chiefs send to the IT Admin Office. 



History 

The Staff Central Employee Overtime Request and Supervisor Approval Function was released to users 

in June 2008 by IT. This function is PeopleSoft delivered in version HRMS 8 .9, no customization. 


Functionality 


Employees: 

Navigation: Self Service > Time Reporting > Report Time > Overtime Requests 

Business Requirements: Employee has the ability to: 


Submit overtime requests to their supervisor 

View overtime requests and status online 

Receive email notification upon supervisor approval/rejection of overtime request 


Supervisors: 

Navigation: Manager Self Service > Time Management > Approve Time and Exceptions > Overtime 

Requests 

Business Requirements: Supervisor has the ability to: 


Access direct reports only 
Select employee overtime requests by Employee ID, Supervisor ID or Alternate Supervisor ID 
Approve or reject employee overtime request 
Approve or reject employee overtime request as an alternate supervisor 
View employee overtime requests and status online 
Receive email notification upon employee submittal of overtime request 

The Manager Overtime Requests page currently displays performance slowness. This page would need 
to be tuned before the pages/functionality are formally announced to users as being available. Once the 
CR is received from DHR and given approval, 'tuning' of the page functionality would expect to take 
approximately 40 hours. 

We also understand an additional report may be required that shows OT requested, approved and 

worked over a time period . Once the CR is received from DHR and given approval, the new report 

creation would expect to take approximately 64 hours. 


The current Staff Central Reports regarding OT/CTO include the following, if we were to modify either 
of these reports we would expect it to take approximately 32 hours per report. 

Overtime Monitoring Report (CTIL605): Maintenance Region Offices and Statewide supervisors 
generate the Overtime Monitoring Report to monitor employee overtime and CTO hours. The report is 
typically run each month to assist in tracking, monitoring and controlling the use of overtime. It is also 
used to monitor budgeting. It may be run at any time. It is also used to comply with contractual 
provisions between Caltrans and various Bargain ing Contracts. 

CTO Monitor Report (CTTL618): Maintenance Region Offices are able to generate the CTO Monitor 

Report to monitor BU12 employee's CTO 240 hour cap/limit. The report is typically run each month to 

assist in tracking, monitoring and controlling the earnings and use of CTO. It is also used to monitor 

budgeting. It may be run at any time. It is also used to comply with contractual provisions between 

Caltrans and Bargaining Unit 12. 


Please call me if you have any questions. 



IT Overtime Use Audit Work Plan 

Audit Report Finding #2: 
No Documentation of Pre-Approvals for Non-Emergency 
Overtime 

Proposed Corrective Action I Steps Time Esti mated 
for Corrective 
Action 

Staff Responsible 
for Completion 

T he audit revealed that supervisors were not always 
obtaining per-approval of non-emergency overtime. 
Specifically, the testing of sixty-six supervisors identified that 
four supervisors, all in District 7 Maintenance, were not 
obtaining pre-approval as required. 

This finding did not apply to managers or staff in IT. N/A N/A 

Audit Report Finding #3: Approval to Exceed Maximum 
Overti me Hours not ObtaJned 

Proposed Corrective Action I Steps Ti me Esti mated 
for Corrective 
Action 

Staff Responsible 
for Completion 

The audit revealed that of sixty-six supervisors identified, 
four supervisors, one in District 5 Maintenance, two in 
District 7 Maintenance, and one in District 59 Engineering, 
were not obtaining approval to exceed the maximum 
overtime hours per fiscal year. 

This finding did not apply to managers or staff in IT. N/A N/A 

---------~ 

Audit Report Fi nding #4: 
No Cumulative Tracking of Overtime Hours 

Proposed Corrective Action1 Steps Ti me Estimated 
for Corrective 
Action 

Staff Responsible 
for Completion 

During audit testing, it was determined that several 
supervisors were not cumulatively tracking overtime hours 
for individual employees . Although neither Deputy Directive 
DD-56 nor district policies specifically state that supervisors 
must maintain cumulative overtime hours, the guidelines do 
require that employees work only a maximum number of 
overtime hours each fiscal year without obtaining specific 
approval to exceed the cap. As a result, supervisors do 
need to know the total number of hours worked by individual 
employees each fiscal year to ensure that approval to 
exceed the maximum hours is obtained . Therefore, 
cumulative totals of overtime hours worked must be 
maintained by supervisor for each employee. 

Instructions on how to run an Overtime Monitoring Report 
will be resent to IT manage rs and supervisors by the HR 
Unit of the IT Management Support Office. 

The current Staff Central Reports regarding OT/CTO 
include the following reports . If we were to modify either of 
these reports it would take approximately 32 hours~ 
report. 
Overtime Monitoring Report {CTTL605): 

90 Days Paul Allen, Acting 
Chief, IT Solutions 
Division Custom 
Development Office 
Responsible for 
modification of 
reports and new 
report creation. 

IT Managers and 
Supervisors 
responsible for 
running reports and 
timely review of 
overtime usage. 

Maintenance Region Offices and Statewide supervisors 
generate the Overtime Monitoring Report to monitor 
employee overtime and CTO hours. The report is typically 
run each month to assist in tracking, monitoring and 
controlling the use of overtime. It is also used to monitor 
budgeting. It may be run at any time. It is also used to 
comply with contractual provisions between Caltrans and 
various Bargaining Contracts. 
CTO Monitor Report (CTTL618): Maintenance Region 
Offices are able to generate the CTO Monitor Report to 
monitor BU12 employee's CTO 240 hour cap/limit. The 
report is typically run each month to assist in tracking, 
monitoring and controlling the earnings and use of CTO. It 
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IT Overtime Use Audit Work Plan 

is also used to monitor budgeting. It may be run at any time. 
It is also used to comply with contractual provisions 
between Caltrans and Bargaining Unit 12. 

If required, a new report that shows OT requested, 
approved and worked over a time period can be created. 
Once the CR is received from DHR and given approval, the 
new report creation would expect to take approximately 
64 hours. 

Audit Report Finding #5: Overtime Logs do not Agree 
with the Approved Time Report 

Proposed Corrective Action I Steps Time Estimated 
for Corrective 
Action 

Staff Responsible 
for Completion 

During audit testing, it was determined that the overtime logs 
did not agree with the approved time report in four instance 
in District 7 and two instances in IT. 

Division of Information Technology maintains overtime logs 
for all hours worked, including overtime hours reimbursed 
by other Divisions. 

See Proposed Corrective Action I Steps for Audit Report 
Finding #1. 

90 Days 

L------------- -------

IT Managers and 
Supervisors 

Overtime Use Audit #P3000-0400 3 
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IT Overtime Use Audit Work Plan 

Audit Report Finding #1: Documentation of Overtime 
Use Is not Retained as Required 

Three supervisors in Information Technology (IT) did not 
maintain overtime documentation as required by Deputy 
Directive DD-56: 
Overtime Documentation is specific evidence 
demonstrating pre-approval ofovertime, overtime 
hours worked, reason for overtime, andproduct 
produced as a result ofovertime. Examples of 
acceptable documentation to support overtime include: 
time sheets supported by sign in/out logs, weekly 
attendance logs, overtime logs, daily diaries, or 
contractor's work hours and must contain the required 
elements cited above. All designated supervisors 
approving time worked must comply with all ofthe 
Departmental guidelines for the recording oftime 
worked directed in Deputy Directive 108, Timely 
Submission and Approval ofTimesheets. 
DD-1 08 Policy states: 
The California Department ofTransportation 

(Department) requires all employees to submit timely and 
accurate timesheets in the Online Time Reporting System. 
Timesheets must be submitted to Supervisors weekly at 
the close ofbusiness Friday or on the last day scheduled 
to work in the week. The reporting ofpersonal services is 
essential in meeting project management and budgeting 
goals. The Department is committed to maintaining 

, timely, accurate, and complete information at every level. 
This directive supports the Department's mission and 
commitment to effectively manage and account for its 
resources. Violations ofthis policy may result in 
disciplinary action. 

Proposed Corrective Action I Steps 

Overtime log instructions will be resent to IT managers and 
supervisors by the Human Resources (HR) Unit of the IT 
Management Support Office. 

Overtime requests and usage logs are retained by IT 
managers. In addition, IT HR in the IT Management 
Support Office maintains a copy of the Overtime logs in 
their electronic files. 

The Staff Central Employee Overtime Request and 

Supervisor Approval Function was released to users in June 

2008 by IT and serves as electronic documentation of pre-

approval, hours worked, reason for overtime, and product 

produced . 


Functionality 

Employees: 

Navigation: Self Service> Time Reporting> Report Time> 

Overtime Requests 

Business Requirements: Employee has the ability to: 

•Submit overtime requests to their supervisor 
•View overtime requests and status online 
•Receive email notification upon supervisor 
approval/rejection of overtime request 

Supervisors: 

Navigation: Manager Self Service > Time Management > 

Approve Time and Exceptions > Overtime Requests 

Business Requirements: Supervisor has the ability to: 

•Access direct reports only 
•Select employee overtime requests by Employee ID, 
Supervisor ID or Alternate Supervisor ID 
•Approve or reject employee overtime request 
•Approve or reject employee overtime request as an 
alternate supervisor 
•View employee overtime requests and status online 
•Receive email notification upon employee submittal of 

()v~rtlmerE!_Ql.J~~--- ----- __ - -~~-----

Time Estimated 
for Corrective 
Action 
90 Days 

Staff Responsible 
for Completion 

Greg Gallaher, 
Chief, IT 
Management 
Support Office 
responsible for 
redistribution of the 
Overtime log and 
instructions. 

IT Managers and 
Supervisors are 
responsible for 
complying with 
Department policy 
and procedures. 

-~ -

Overtime Use Audit #P3000-0400 1 
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Workflow 
Notifica tion Is 
Delivered to 
Employee 

Workflow message 
incl udes link to the 

original request 

Excludes 
aintenance, Toll 
and Equipment 
hop employees 

)] 

Staff Central 
User 

Staff Central Overtime Request and Approval Process 
CPN07-005 Overtime Request- Modify Out-of-Box Functionality 

Employee makes 

r--------------------------------- - ----inecessary adjustment 
to Overtime Request 
o r Deletes Record 

Workflow message 
includes link to the 

original request 

---[AHemate Supervisors can 
L_view/approve/deny 

IVleWCur~;a~~ 
Prior Requests 1Start j .. 

and Submit New , 
Requests 1 

-

I Access Overtime 
Requests 

Workflow 

Notification is 

Delive red to 

Supervisor 
 1 

I 

Message: Overtime 
Request for employee 

FIRST LAST NAME needs 
your approval 

Yes 

+ 


Employee Records Hours on 
Weekly Time Entry Page 

(Submit through the normal 
timesheet process) 

·-------(EndProcess ) 
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ATTACHMENT 


DIVISION OF ENGINEERING SERVICES RESPONSE TO THE DRAFT REPORT 




State ofCalifornia Business, Transportation and I lou sing Agency 
DEPARTM~:NT OJi TRANSPORT/\l'ION 

Memorandum 	 Flexyourpower! 

Be energy elflcienl! 

To: 	 WILLIAM E. LEWIS Date: November 1, 2012 
Acting, Assistant Director 
Audits and Investigations 

J<"rom: 	 KARLA! UTLIFF 
Acting, Chief 
Division of Engineering Services 

subject: 	 AUDITS AND INVESTIGATIONS (A&I) INVESTIGATION OF OVE RTIME USE 

Below is our response to the Audits and Investigation findings regarding an audit ofovertime usc 
for the pay periods May 2008 through April2010 . 

The following issues were identified in the report as needing action. 

Findingl - Overtime Documentation - One supervisor in the Division of Engineering Services 
did not maintain overtime documentation as required by Deputy Directive DD-56-R2 

Finding 3 - Approval to Exceed Maximum Overtime Hours was not Obtained. Supervisors 
are not obtaining approval to exceed the max imum overtime hours per fiscal year. A District 59 
employee worked a total of 815 hours of overtime in the period of May 2 008 to April 2009 and 
722 hours for the period of May 2009 to April 2010. No pre-approval ofovertime hours was 
documented. 

Action: 	On October 10, 2012 supervisors were provided Deputy Directive DD-56-R2 . This 
directive provides direction that overtime documentation needs to be maintained and pre
approved overtime documentation is required. All supervisors will be required to follow the 
directive to retain documentation and obtain prior approval for employees who may exceed the 
maximum number ofovertime hours per fiscal year. 

This is our final report regarding these audit findings. Please let me know if you have any 
questions or require additional infonnation. 

"Caltra ns improves mobility across Ca lifornia " 



ATTACHMENT 


DIVISION OF EQUIPMENT RESPONSE TO THE DRAFT REPORT 




State of California 
DE I' AR I i\ IENT O F T R;\NSI' O ifL\TION 

Mem	 o randun1 

To: 	 \VILLIAM E. LEWIS 
Acting Ass istant Di rec tor 
Aud its and Investi gatio ns 

...Lv- "v....Ut y- "'u.' _, ( 
From: 	 LAWRENCE 1-l. ORCUTT 

Acting Ch ief 
Division of Equipm ent 

IJ usiucss, rrausportati nu and I lousing t\gcn~y 

Fle x J'Olll' l'oll'cr! 
Be c n c rgJ' c(ficic nt! 

D:ttc : October 22, 201 2 

v( .(;./.:,1 

Su bject: 	 Respo nse to Drart Audit Repor t Ove rtime Use 

l am pleased to prov ide our respon se to Audit s and Inves tigations ' draft re port entitl ed 
P3000-0./05 0Fertim e U\·e September 201 2. 

The res ulti ng d raft repor t yielded the fo llowing find ing in regard s to the Overt ime Use: 

Finding I - Documentation of/Von-Em ergen cy Uvertime Use is Not Retained as 
Required 

We have aclcl ressed th is findi ng ~mel the obse rvati on in the attached. 

c : R ichard Land , Chie f Deput y Direc tor 
Steve Tak igawa , De puty Director , Ma intenance and Ope rati ons 
Laurine Bohamera, Audit s and Inves ti gati ons 
Chan ta Da, Internal Audit s, Audit s a nd Investigation s 
Ade le Maclari aga, Offi ce ol' Bucl gets and Admini strati on. Div isio n of Equ ipment 



Division of Equipment 

Resp onse to Audit Report 


P3000-0~00- Overtime Usc Audit - September 2012 


Finding 1 -Documentation of Non-Emergency Overtime Usc is not Retained as Required 

Recommendation: 
We recomm end: 

• 	 !Ill Sup ervisors 111aintain overt i111 e documentation as required. 
o 	 Districts 3 and 7, and the Dil>ision ofli?f(mnation 'J'ech nofogy and Equ ip111ent. and 

Engineering 5!ervi ces assure overtim e documentation is maintained os required. 

DOE Response: 

• 	 Currentl y, the Div ision o f Equipm ent (DOE) overtim e po licy is to retain overtim e 
documentations for two years. DOE is in the process of rev ising DOE pol icy to change 
the retenti on of overt im e documentat ion to five years to adhere to the Overtime Deput y 
Direct ives issued on Dece mber 19, 20 II . (See Allached Reminder on Depu ty Di rective 
DD-56-R2 a nd Ove rtime Author izat ion rorms used by DOE). 



S ta le ofCali lilrn in nus in ~ss. I ransportati<lll and I lousing ;\gene~· 

lll·:nrt'l'\1 E:\T OF Tlt\.'\S I'Oit'L\TIO\ 

IVlemorandum 	 Flexyo11r JJOWer! 

Be e/lergr efliciem! 

To: 	 OFFI CE CHIEFS 
SHOP SU PERI NT END ENTS Dntc : Octo ber 22, 201 2 

File: 

L , . ...,.._.. ( ~ Y""'' l. i-· . . 0.,. \~c. uJJ 
F r o m: LAWRENCE H. ORCUTT 

Ac tin g Ch ief 

Di vis ion of Eq uipment 


Sullj~l· t: 	 Rem ind er on Deputy D irective DD-56-Rl Use of Overtime 

This is a remi nder to all Divi sion or Equipment (DOE) managers and superviso rs regard ing 
De puty Direc ti ve 0f)-56-R2 Use o r Ove rtim e. During the course of bus iness. the use o l' 
ove rtim e may beco me necessary in order to accomplish planned and emergency work, inc luding 
product ion and deve lopment. Al l DOE staff must adhere to the polic ies set lo rth by the deputy 
directives. A lin k to these guid el ines may be i'ound at 

http: /'admiJ.lAot.cH.!..!O\ 'I bl:mls 1admin S\ cs/s\\ pul ic'Y idd 1DU- l (r8.pdl' 

Excep t in eme rgenc ies, usc of' ove rtim e is to be authorized in advance. Super viso rs must 
approve a n e mployee's times heet containi ng overtim e charges to ascertai n that the overtime was 
duly author ize d and act uall y worked . Within DOL::, Offi ce Chiefs a nd/or the ir de legates have 
authorit y to orde r and ap prove ove rtime. They are also ex pec ted to manage ove rtime usage 
withi n their area o f respo ns ibi li ty, train supe rvisors to effective ly manage OYertime u se. and 
review o,·ertime ex pendi tures for compliance with authorized leve ls. 

Superrisors and Managers res pons ibilities in m~naging ove rtime: 
• 	 l·:nsurc co mplia nce wi th all o,·crtime rules and procedures . 
• 	 1:-.:n surc pre-a pprova l o l' non-e mcrgency overt ime . 
• 	 l ~ nsure that overtime ho urs cla imed were ac tua lly worked. 
• 	 Pro\ ide adequate supen ·ision lo r empl oyees \\'Orking oYerlimc . 
• 	 V erd)' thai overtime \Yas \\ orked as rcco rcl ecl and met the rcqu i remcnts o f the fair Labor 

Standard s Act (fLSA) and app licab le lvlc moranclum o f Understcmcling (MOU) . 
• 	 Ensure o\·crlim e docum entati on is present befo re approving timeshee ts thai report 

overtime . 
.., 	 r~nsure that docum entati on commu nicates the reaso n for u\·crl im e work allcl is 

retained lor fi ve years. 
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Most o l'th c Bargain ing Unit Co ntr ac ts read that Co mpensatin g Time OiT (CTO) wi ll remain at 
the di scre ti on of the Department head . In add iti on, spec iilc Bargaini ng Unit Co ntr ac ts conta in 
language add ressing the max imum amount o r ove rt ime an emplo yee may wo rk durin g a li scal 
year. Over tim e must be pre-appro ved and exce pt in e mergency, will be gra nted lo r the fo iiO\\'ing 
reaso ns: 

• 	 To provide mandatory coverage or req ui red publi c services. 
• 	 To pcrl'onn \\·ork that il' nol perlormcd immed iate ly. will crea te unsare co nditi ons lo r the 

public or employees. will impair th e economy o r tile area or \Viii ca use damage to public 
o r private prope rty. 

• 	 To meet deadlines on planned work when regu lar time resources are insu iJiei ent. 
o 	 To acco mpli sh product ion and development work where the usc of o ver time is the most 

erti cient use o r publ ic funds or the most opera tionall y e fiCcti ve use or sta!T. 

In the eve nt o f eme rgency. ove rtim e will be all owed without the form a l process o r pre-a ppro val. 

Payment of ove rt ime must adhere to the require ments of the FLSA , lVfOU t·or re prese nted 
employees, and the Ca lifornia Department of Human Res ou rces (Cai H R) poli cies fo r non
rep resented empl oyees. l fthc provi s ions o f the FLSA are in conllict wit h the prov isio ns of an 
MOU or Cai HR po lici es. the FLSA provis ions shall be co ntrolli ng un less the MOU or Calr-IR 
policies pro vid e a greater bene fit to the employee. 

T his memorandum s upe rsedes any pre\· iously \\T itte n ove rtim e policy iss ued lor DOE. Please 
direct any quest ions you hm·e to your immedia te s uperv iso r. 

..C.dmuts itttprm·•·s mo bili ty (ICro.ls Cal(fomia ·· 



Californ ia Departm-ent ofTmnsportation 
Flex :your power! 

Be energy effi cient! 

Deputy Directive Number: DD-56-R2 

Refer to 
Director's Policy : DP-02 

E thi cs 

Effective Date: 12- 19-11 

S11persedes: DD-56-R I ( 11 -22- ll ) 

TITLE Use of Overtime 

POLICY 
The Califomia Department ofTransportation (Department) will consider the 
use ofovertime when necessary and appropriate to accomplish p lrumed and 
emergency work. All Department managers and first line supervisors are 
responsible for the effective management and careful use of thi s method of 
compensation consistent with existing laws, rules, and memorandums of 
understanding (MOUs). Employees must obtain authorization in advance 
before overtime hours are worked , except in aJ.l emergency. Proper 
documentation is required in a ll situations where overt ime is utilized , 
including emergencies . 

DEFINJTIQ¥mACKGROUND 
Govemm ent Code section 1985 1, subdivi sion (a), provides that it is the policy 
of the State to avoid the necessity for overtime work by its employees 
whenever possible. 

Overtim e is defined as authorized time in excess of the regularly scheduled 
work week per Section 599.700 of the California Code of Regulations. 

Per the Califomia Code ofRegulations Section 599.702 and the State 
Administrative Manual (SAM) Chapter 8540 all agencies must rnaintain 
compl ete and accurate records of all compens abl e overtime worked by its 
employees, even in cases of emergencies. 

Emergency except ions include situations where ove1t ime is utilized to: 
o 	 Provide mandatory coverage or required public services. 
o 	 Prov ide work to prevent unsafe conditions for the public or employees, to 

manage and reduce the economic impact to an area, or reduce damage to 
public or private property. 

"Caltrcms imp rov<'s mobility across California" 
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Overtim e Documentation is specific evid ence demonstrating pre-approval of 
overtime, overtime hours worked, reason for overtime, and product produced 
as a result of ovettime. Examples of acceptable documentation to suppott 
overtime include: time sheets supported by sign in/out Jogs, weekly 
attendance logs, overtime logs, dai ly diaries, or contractor's work hours and 
must contain the required elements cited above. All designated supervisors 
approving time worked must comply wi"th all of the Departmental guidelines 
for the recording of time worked directed in Deputy Directive 108, T imely 
Submission and Approval ofTimesheets. 

A linlc to these guidelines may be found at: 

, t• :;Lduil in,.0 ~-~·_,:.!!:_gQl..· 'n:. H·· ,,~~11in_·, :._c~.'i:L')'~i[<~-~1d i_) l l-J.i)~:.j~_tJf 


Payment of overtime must adhere to the requirements of the Fair Labor 
Standards Act (FLSA), Memo randum of Understanding (MOU) for 
represented employees, and/or the Department of Pers01mel Administration 
(DPA) policies for non-represented employees. If the provisions of the FLSA 
are in conflict with the provisions of an MOU or DPA policies, the FLSA 
provisions shall be controlling unless the MOU or DPA policies provide a 
greater benefit to the employee. 

RESPONSIBILITIES 
Chief Deputy Director 

o 	 Establishes the Statewide Policy on the use of ove1time. 

Deputy Director, Administration: 

o 	 Monitors timely del egation of and au thorization of overtime. 

o 	 Ensures that the approval to use overtime is not subdelegated below the first 
line supervisor. 

o 	 Encourages managers and supervisors to carefully evaluate the use of 
overtime when wo rkload and work conditions wanant. 

w 	 Ensures th at all managers and supervisors are aware of this po licy and the 
Departments' guidelines on the use of overtime. 

Chief. Office of L ab or Relations, Safety and Staff Development: 
o 	 Advises managers of the requirements of the State and federal laws, 

regulations, MOUs and Departmental policy regarding the use of overtime. 

Managers and Supervisors : 

o 	 Carefull y evaluate and consider the use of overtime, when appropriate for 
planned work or in cases of emergency. 

€1 	 Ensure that ove1t ime is preauthorized and documented prior to any overtime 
work hours being accrued by their employees, except in cases of emergency. 

"Caltmns improves mobility across Califomia" 
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e:; 	 Ensure that documentation communicates the reason for overtime worked and 
is retai ned for five years . 

o 	 Ensure that overtime hours clai med were actually worked. 

Monitor that employees working overtime hours do not exceed the maximum 
cap amount ofovertim e. 

0 	 Ensure that authorization of overtime does not exceed the specific hour 
limitations 

o 	 Complete the proper preauthorization documentation for any ovetiim e that 
will exceed the specific fiscal overtime hour limitations established by the 
FLSA, MOUs, and DPA policies . 

o 	 Review all of the overtime documentation procedures and time keeping 
requirements with employees prior to granting preauthorization. 

<!> 	 Report any misuse ofovertime and be willing to support any legal efforts that 
may occur as a result of an investigation in to the all eged misuse of overtime. 

All Caltrans Employees : 

o 	 Must comply with all policies, guidelines and procedures related to the proper 
use ofovertime. 

o 	 Must seek preauthorization fi·om their designated supervisor before any hours 
in excess of their established time-base are worked . 

o 	 Submit an accurate recording of any authorized overtime worked accordin g to 
the Department's time-reporting guidelines. 

o 	 Must be willing to comply with any investi gation ofmisuse of overtime. 

APPLICABILITY 
All Department employees, including civil service, temporary, em ergency, 
limited-tem1, seasonal, exempt, special employment, retired annuitants, and 
civil service student assistants, paid through the State Controller's Office 
payroll system. 

/J , 

t,/;£;~: i(
I I ' /

----------4L/-------------------------- 
RICHARD D. LAND Date Signed 
Chief Deputy Director, Acting 

"Caltra ns impro1•es mobility across Cal ifomia" 



Shop Scheduled Overtime Request Log 
Ma in Shop 

Supervisor Name: Signature: 

-------------------------------------
Justific ation torOT: Pl\ll/B IT A ND REPAIRS FOR IVIISS ION CRITICAL EQU IPIVIEN T 

Week ly Dates Offe red : 

Sun M T W Th F Sat Days/
Hours 

Main Shop Em ployees N/A 4 4 4 4 4 12 Offered ~ -g 
... -"' 

I Na rne IErn~ee l Sun I M I T I W I Th I F I Sat I~~d I ~ I ~ I 

Legend - - - ---- - -- ---- - -----. 

Days/Hours Not Offered= NIA 

No"' N 

DaclirrP= 0 

F.Trl<l rr•Ji Ill W.T:'I t'Hl11 l i D: 

.0 

0.0 

0.0 

.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 

0.0 
0.0 

S hop Totals 0.0 0. • 0. ' 0.0 0.0 0.0 0.0 0.0 



------- ----- -----

STATE OF CALI FORNIA· DEPARTMENT OF TRANSPORTATION 

OVERTIME A UTHORIZATIO N AND RECORD O F OVERTIME W ORKED 
MTC-0009 (REV. 11/11) 

Empl oyee Name: 

Part A - Overtime Authorization (AQPL_Oval i~equired before planned overtime is worked.) 

Da tes to be worked IHour.:.._~-=~este~ _ _ __ _ Purpo se -r-
- 1 

Will employee exceed annual 240 hour cap? 0 Yes 0 No 

l Signature 

Employee 

Supervisor 

Office Chief 

Assi stant Division Chief I -----
Budget Office (Fund Availab ility) -{ --- I - - ., I ~ I ~ 

-
I 
I 

I Date I Denied 
-

I L1 [_; 

u i-l 
[J n 

I D lJ 

Division Chief 

Unit Project i.D. 

Part B - Overtime Wo rked 

Date Activity Periormed I 
11- 

IPri nt Name- -- ---- ·-- -- - - - - [ Date 
Signature 

- --··--- 
Employee 

- --- - ---- 1-- ----- --·---- - 1 
Supervisor 


Supervisor must retain for 2 years from ti me worked. 


For i ndividual s with sensory disabilities. this docume nt is available in alternate formats. Fo r information ca ll (915} 654-64 10 or TDD (916) 654-3880 o r write Records and Forms Managemen t, 1120 N Street. MS-89 , A DA Notice Sacrame nto, CA 95814. 




