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Senior Corps EJ

Experience for the Future

Meet the CNCS Inspector General Session

Questions and Answers

Q: Cantimesheets be scanned and kept or are original signatures needed or
electronic signatures ok... Mary Orem 1:22 PM (EDT)

A: Mary, original signatures are preferred because they can be traced back to a
real person for verification. Electronic signatures do not establish the same
level of accountability because more than one person may have access to
the signing mechanism. In all cases, the key point is internal controls — are
yours strong enough to assure and maintain the integrity of the timekeeping
and reporting process? Regarding scanning, if the purpose is to maintain an
archive of time records, no problem; however, if you routinely scan
timesheets to forward to a payroll agent, it would be advisable to follow-up by
mailing the originals (overnight delivery would be ideal) so that the scanned

versions and originals can be matched at a payroll control point.

Q: With respect to timesheets being carried by volunteers to the office, if we
have Authorized Signature pages on file in our office to compare signatures
to, is that acceptable? Laurie Diestler 1:25 PM (EDT)

A: Laurie, depending on geography and timing, this may be the only possible
way to do it. | wouldn’t have a problem with doing it that way if you are
assured that the authorized sig pages are authentic and provide the
necessary degree of control. As an additional measure of control, you might
also think about rotating the signature matching function to another staff
member once in a while as a means of complying with the segregation of

duties principle.
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. If the timesheet that the volunteer hand carries to the program office has
been signed by both the volunteer and the supervisor, would that still look
suspicious to your office. April Durrant 1:26 PM (EDT)

. April, the assumption here is that you know your supervisors very well. If you
have sample signatures on file to compare timesheets to, and you are

confident that the supervisor actually did sign, we would readily accept that.

: What about volunteers "carrying" their times sheets to our program office
because we are listed as the "station supervisor" and we need to sign them?
Denise Fischer 1:26 PM (EDT)

. Denise, no problem with this scenario. As | said during the presentation, the
point is that timesheets should not be delivered in person by volunteers
directly to the paying agent or payroll clerk, thus bypassing the supervisory
review and control. If the final stop in the process is the station supervisor’s

sign-off, that is exactly what the auditors want to see.

: We were told years ago that volunteers could fax their time sheets to us and
they were the same as original copy. Are you now saying we can't accept
faxed copies of time sheets? Gary Dorman 1:29 PM (EDT)

. Gary, | think the answer is that auditors were not the ones who said faxing
was OK. A program officer might have said that without checking with us first.
Faxing would only be acceptable if the originals were also available for

auditors to compare.

: Ron, are you saying the PD's shouldn't make the changes on the time
sheets? There are times when volunteers put in wrong information or sign-in
when they were out. | use a red pen for corrections and have to use
correction tape, even when | make a mistake. Shirley Lester 1:30 PM (EDT)
: Shirley, in general, auditors don't like to see corrected timesheets, but your

particular circumstances might dictate that that is the only way for you to do it.
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Some of these issues regarding timesheets are judgment calls that auditors

have to assess during the course of their on-site work.

: Regarding turning in volunteer time sheets - could the time sheets for
volunteers at sites that are in another county from the senor corps office be
faxed in on the date that time sheets are due, with the originals mailed to the
office that same day. Kathy Richard 1:37 PM (EDT)

. Kathy, the answer is yes, and to minimize the time gap in mailing, | would

recommend overnight delivery.

: How can they create indirect cost flat rates when everything that compiles
these vary so much from region to region and state to state? Connie Morse
1:42 PM (EDT)

: Connie, the final rules are still a work-in-progress, but my guess is that they
will take all factors into account and establish regional rates. It might be
misleading to call it a flat rate, suggesting there is only one rate for everyone,
but the point is that negotiated rates and the process to arrive at those rates

will go away. As | said yesterday, it's very controversial.

: When your agency is having its yearly audit is it safe for the same individual
to provide that audit to the agency year after year? LaQuita Smith 1:48 PM
(EDT)

. LaQuita, if you have a multi-year contract with one auditor, you might
consider re-bidding the contract when it expires. Also, you might think about
adopting an internal policy that says the same auditor is disqualified from
bidding for a second contract term in order to avoid a repeat situation.
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: What would you consider an illegal source for match? April Durrant 1:49 PM
(EDT)

. April, a person or organization convicted of a crime, a known organized crime
figure or group, and a person or organization debarred or suspended from
Federal contracting would be considered illegal sources. For the last item,

you can check the Excluded Parties Listing System on the internet to confirm.

: How do you view the online entry of hours available through the Volunteer
Reporter? Nancy Wietgrefe 1:51 PM (EDT)

: Nancy, I’'m not familiar with that particular application, but if the point is that
you’re using an automated, electronic timekeeping system, we have no
problem with them as long as the program has been developed by a
reputable source (commercial software, for example) and it has been tested

and blessed by your local auditors.

. Are directors allowed to write in vacation or sick time if volunteer forget to
write it in on their time sheet? LaQuita Smith 1:52 PM (EDT)

. LaQuita, your question prompts a few other questions. Did the person
actually take the vacation or sick time? Why did they forget to write it in? Is a
payroll processing person verifying the absence? Is it possible for the
volunteer to create a corrected timesheet after they return to service? Hard

for me to say yes or no here without knowing more facts.

: What is the per volunteer $ amount allocated? Marlene Braunlich 1:52 PM
(EDT)

. Marlene, this depends on the terms of your particular grant. | would have to
refer you to your grant or program officer at the Corporation for a more

complete answer.
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: How long do we need to keep the original timesheets for an audit? Mary
Orem 1:53 PM (EDT)
: Mary, in general we rarely go back more than 3 years for audit purposes. |

would say if you are destroying timesheets after 3 years, you're OK.

: Can we get an updated letter signed by the Inspector General regarding
Disregarding Income (for those entities that continue to count the FGP
stipend as "income")? Kathy Myers 1:53 PM (EDT)

: Kathy, I'm not sure what you are referring to. | have not heard of any
provision that allows income to be disregarded. If you can send me a copy of

the letter you have, I'll have a better idea. Send to R.Huritz@cncsoig.gov

. Is a volunteer signature and supervisor signature required on volunteer
timesheets turned in on a monthly basis? Treina Fletcher 1:53 PM (EDT)
. Treina, all timesheets must have the volunteer’s sig and a supervisory sig that

certifies the hours are correctly reported.

. If you live in a small rural county, where everyone knows who you are and
what you have done, is a background check necessary. Linda Andrews 1:54
PM (EDT)

. Linda, | understand what you’re saying, but Congress requires that all
persons receiving Corporation funds have these background checks
performed so that all can have confidence that the people served are not at
risk. The requirements that auditors test for is (a) if there was a criminal
history background check on the person, and if a finding results, the grantee
must show how it decided if the person is a suitable risk, and (b) a National
Sex Offender Public Registry check, and if there is a finding there, the person

is not eligible to participate in the program. Not performing these checks
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before a volunteer enters into service can result in a real risk to the program

and the people it serves, and will result in an audit finding.

How should we handle hours that are called in? Kendra White 1:55 PM (EDT)
Kendra, hours can be called in, but remember that auditors depend on written
documentation. A written and properly authorized timesheet should also be

created as a permanent record of the hours that were reported verbally.

If timesheets are faxed to the office is that accepted? Shryiell Owens 1:55
PM (EDT)
Shryiell, see my response to an earlier similar question.

| think I might | have missed something. Are directors not allowed to go to
sites and pick up time sheets? Antoinette Brunson 1:55 PM (EDT)
Antoinette, see my response to an earlier similar question. If the director is
the supervisory person who will also be signing the timesheet, no problem
with that person picking it up. The problem comes in where volunteers deliver
their timesheets DIRECTLY to a payroll clerk or paying agent without

supervisory review and approval.

Our volunteers are scattered at over 20 locations. Station reps scan or fax in
time sheets for expediency. Are these not acceptable? Barbara Melnik 1:56
PM (EDT)

Barbara, see my response to an earlier similar question.

Q: What about time electronic time sheets through something like Volunteer

A:

Reporter submitted by both volunteers and supervisors? Don Johnson 1:56
PM (EDT)

Don, see my response to an earlier similar question.
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Q: Have we not read that for RSVP faxed and scanned timesheets are okay
because we are not providing a stipend? Can you clarify the difference?
Debbie Berndsen 1:57 PM (EDT)

A: Debbie, the real issue is not the stipend, it is the accuracy and integrity of the
hours being reported. In order for the Corporation to aggregate and report all
volunteer hours in its annual performance reports to Congress and the public,
they have to be assured that hours are not being fraudulently reported or

otherwise misstated.

Thank you all for your excellent questions. | hope this was helpful for everyone.
If you have further questions or wish to discuss a known or suspected case of
fraud in your program, please feel free to contact my office for discussion with an
auditor or criminal investigator. (202) 606-9390 or the Fraud Hotline: (800) 452-

8210. Enjoy the rest of your virtual conference.
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