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Ramsey County Board of Commissioners
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EUBJECT: Response to Report of State Buditor by the Department
of Property Records and Revenue

Dear Commissiloners:

This letter iz written to respond te the "State Ruditor's Report
on Applying Agreed-Upon Procedures for Ramsey County™. The two
agreed-upon procedures, #l1 and #3, which are applicable to the
Department of Property Records and Revenuese, are cited below and
followed by the Department‘s responses.

= == "Review selected payroll and leave
records of the County Manager and the County’'s 15 appointed
department heads for evidence that the hours worked and vacation
and sick leave hours taken were accurately reported during the
period from January 1, 1995, through October 31, 1996,"

Response

Az stated in the County Manager’'s letter, it was reguested that
the State Auditor reconcile the payroll records for the former
Acting Director of the Ramsey County Department of Property
Records and Revenue. This regquest was made by the County
Manager, with my concurrence, to provide an independent and
factual basis for determining the wacation balance due the
former Acting Director.

Aocordingly, the Department of Property Records and Rewvenue
will use the State Auditor's recalculation of vacation balance,
stated in the report to be 9.3236 hours, as the basis for
determining the final vacation balance. Final payment will not
be made, howewver, until the State Auditor’'s special
investigation is completed.
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hgread-Upon Procedure #3 -- "Review the procedures in place in each

department to obtain evidence that payroll is accurately reported
and personal long-distance calls are reimbursed to the County.®

Besponge

Each recommendation addressed to the Department of Property Hecords
and Revenue is discussed below:

o Begquest for Leave Slips: As stated in the State Auditor's
report, all but six employees in a department of over 150 have
used Request for Leawve slips since the County began regquiring
them. The use of Beguest for Leave slips was implemented for
all Department emplovees on October %, 19%9&, by a memo f£rom the
former Acting Director. At this time, all employvees of the
Department of Property Records and Revenue are regquired to
complete Regquest for Leave slips and submit them to their
supervisor for approval.
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Elips, and Pavroll Swetem: In the State Auditor’s report, it
13 recommended that the County compare the Department’'s Annual
Time EBecords and HEequest for Leave slips to what iz recarded on
the time entry system for the County. The Department of
Property Records and Revenue will fully cooperate in
accomplishing this further recommended reconciliation of the
Department’s payroll records.

o Eecord Eeteption: I have asked that all original payvrell

records be f£iled and maintained in the adninistracion area of
the Department, and that no original records be allowed to be
taken out of the building.

o Overall Recommepdation: In the State Auditeor's report, it is

recommended that the Department discontinue using the Annual
Time Records and begin using the Ramsey County Biweekly Time
Report and Regquest for Leave slips. As stated above, the use
of Regquest for Leave slips by all Department emplovees was
implemented October 9, 1996, The recommendation to use the
Eamzey County Biweekly Time Report has also been implemented,
effective for the payroll pericd beginning January 25, 1557,

[ Telephope Proceduregs: The Department of Property Records and

Revenue has procured a number of rubber stamps to facilitate
review of telephone bills. These stamps indicate that the
calls, unless otherwise noted, are business callszs, and there is
a blank line for the employee’s signature. These stamps were
distributed to each division manager at a recent manager's



Famsey County Board of Commissicners
February 149, 1587
Page 3

meeting. In a meeting with State ARuditor representatives,
they indicated that this method was an acceptable manner to
implement the overall recommendation that employees making

long-distance calls confirm that all calls were elither
perzonal or business-related.

I would like to thank the State Auditor and her staff for their

work in reviewing the payroll records of the Department of
Property Records and Revenue.

Sincaraly,

WMot X Tonrs
Hi’f:::f:- TirFmons

Acting Director
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