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H-23-056 Referral Details

Hotline ID: H-23-056

What state or local organization is involved?

Please identify the specific concerns you are hoping the audit will address.

The payment of longevity pay to employees that, according to the personnel policy, should not be
receiving it. Specifically the City Manager giving newly hired employees longevity pay as if they
had been on staff for years.

Please provide a detailed description of the assertion or outstanding achievement,
including who, when, where, what, how and how much.

When Elvia Cisneros was hired she was given longevity pay as if she had been working for the City
for 10 years. The methodology was that she worked for the state for 10 years so she was in public
service and thus longevity pay was given to her. The personnel policy is specific to employment
with the City. Nowhere does it say that time in public service for another employer counts for time
for longevity pay. If the methodology was that Elvia was due longevity pay because she is an
Exempt employee this too is not supported in the Personnel Policy. The Policy says longevity is to
be paid to regular full-time employees. The Policy does not separate exempt employees for
different and preferential treatment. The Policy states that regular full-time employees (of the
City) are due longevity pay beginning at the 2nd year of city employment. The Policy states that it
applies to all offices, employees, and positions in the city thus applies equally to exempt and non-
exempt employees. That longevity pay shall be paid to regular full-time employees beginning at
the 2nd year of service (with the city) and by definition, Elvia is a regular full-time employee.
Therefore: Debbie should not have given Elvia longevity pay per the Policy and for the reasons
above. Excerpts - Personnel Policy 1.01 Scope of Application. In the interest of the City of
Toppenish's employees and citizens, the City adopts guidelines and procedures to promote full
communication between the City, as the employer, and its employees. The City also sets
reasonable methods to resolve disputes about wages, hours, and other terms and conditions of
employment and to continuously improve personnel management and employer-employee
relations. The Personnel Policy applies to all offices, positions, and employees in City service
except the following: e Elected officials; ¢ Appointed members of boards, commissions, and
committees; and ¢ Contracted persons supplying expert, professional, or technical services. 9.01
Additional Compensation. In addition to the monthly salaries to be paid to the regular full-time
employees of the city there shall accrue, and be paid at the time and in the manner herein after
set forth, longevity pay as follows: 2nd through 5th year of service $20.00 per month, $240.00
per year 6th through 10th year of service $70.00 per month, $840.00 per year 11th year of
service and thereafter $170.00 per month, $2,040.00 per year Regular part-time employees who
are employed on a continuing, regular basis without a break in employment shall receive longevity
pay on a proportionate basis of hours worked per the appropriate schedule provided above. 9.02
Initial Accrual. The amounts set forth shall accrue from the first day of the calendar month next
succeeding the month in which the periods above set forth have been completed. DEFINITIONS
Employee or Incumbent - A person legally occupying a position in the City service. Such persons
include, but are not limited to, the following: 1. Regular Full-Time Employee - Employees who
work forty (40) hours (or the designated work week per week in a budgeted position. This person
has successfully completed the trial service period and has been retained according to the
Personnel Policy provisions. Reference also City Council agenda check register for the January 9,
2023 meeting. Also reference hiring documents for Elvia. This also shows that John Clary, Sean
Davido, and Joseph Mehline received longevity at a rate that is not consistent with the policy for
the reasons stated above. There may have been other employees that either should not have
received longevity pay or were paid incorrectly. Note on the check register referenced above that
Dale Northrup was paid $2400.00 longevity while the maximum is $2040.00.

How did this issue come to your attention?
City Council agenda January 9, 2023 consent agenda check register.

What employee(s), contractors, etc., were involved in the assertion or achievement?
Please include employee titles if possible.

Debbie Zabell City Manager

Please provide the names of any witnesses to the assertion or achievement, if possible.

Please provide any additional details or comments that would help us understand your
assertion ar achievement.
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H-23-056
Activity
Log

Hotline ID: H-23-056

Entry Date ~

02/08/2024
02/08/2024
02/08/2024
02/08/2024
01/26/2024

03/27/2023

03/23/2023
02/10/2023

02/08/2023
02/08/2023
02/08/2023

Edit Referral

Log Entry

Referral updated by 'JEANA Gillis (gillisj)'.
Referral updated by 'ANN Strand (stranda)'.
Sent exit recommendation to citizen --bungera
This hotline can be closed. --stranda

We spoke to the citizen about all of the hotlines they have submitted and let them know the recommendations we
will be providing to the City as a result. We let them know that after report issue we will provide a copy to the
citizen. They were find with not receiving a formal close out letter as long as they get a copy of the recommendation
--bungera

Citizen called on 3/7/23 and has more concerns over march 2023 payroll. Some employees received pay for end of
march when it is only 3/7. Additionally, L&I deductions are incorrect as they have the incorrect hours for this
employee that submitted the concern. --stranda

Referral updated by 'JEANA Gillis (gillisj)'.

SAnglin called and talked to the citizen and informed him we would not be able to follow up until our next audit and
he was okay with that. --stephanie950

Referral updated by 'JEANA Gillis (gillisj)'.
Task assigned to 'stranda@sao.wa.gov'. Team notification email sent to: stranda@sao.wa.gov,bungera@sao.wa.gov

Referral updated by 'JEANA Gillis (gillisj)'. Action changed from (not set) to Referred to Audit Team - Consider Next
Audit.
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Exit Recommendations
City of Toppenish
Audit Period Ending: 12/31/2022

We are providing the following exit recommendations for management’s consideration. They are
not referenced in the audit report. We may review the status of the following exit items in our next
audit.

Accountability:

Utility Billings and Adjustments

The City bills about $7 million in utility charges annually and City staff adjusted accounts by
about $152,803 in 2020, $16,269 in 2021 and $169,920 in 2022. The Budgeting, Accounting and
Reporting System (BARS) manual, 3.1.3 requires all local governments to have adequate
internal controls to provide reasonable assurance of effectiveness and efficiency of operations,
compliance with applicable laws and regulations, and reliability of financial reporting. The City
did retain support to demonstrate the validity for 19 out of 30 adjustments totaling $26,723.
Additionally, the City did not document the preparer, reviewer or how the adjustment was
calculated for six adjustments totaling $72,967.

In addition, state law requires cities to disclose the tax rate to the citizens if it is not itemized on
the utility bill. Since the City includes the tax rate in the usage rate and not as a separate line item
on the bill, the City is required to disclosure the tax rate to citizens on the bill. Although the City
does disclose the tax rate to citizens on the face of the mailed bills, the City did not include this
disclosure on the electronic bills.

We recommend the City implement controls to ensure adjustments are properly supported,
reviewed and in accordance with the municipal code. Additionally, we recommend the City
update the electronic utility bills to include a disclosure to the citizens of the approved tax rate.

Cash receipting

The City receives about $23,000 in building permit revenue and about $1,000 in gazebo rentals
annually. When customers apply for a building permit for land use, they are required to pay a
deposit for development review of the land and determine whether it’s viable for construction
and whether there are any environmental impacts. After the City performs the review, per
resolution 2022-34, the City refunds all or part of the deposit if direct costs are less than the
development review fee. The City issued two permits in March 2023 and two permits in
September of 2023 to one customer totaling $9,499 and had not refunded this customer for
building permit deposits as of December 2023.

Additionally, municipal code 2.8.050 allows the City to discount or waive gazebo rental fees for

nonprofit organizations; however, the code does not outline how much can be discounted or
waived. The City discounted 50% of the gazebo rental rate to one nonprofit organization. The
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Exit Recommendations
City of Toppenish
Audit Period Ending: 12/31/2022

City was unable to provide support for how they calculated the discount.

We recommend the City:
e Track and monitor building permit deposits and ensure deposits are refunded when
necessary
e Update the municipal code to include how rental fee discounts or waivers are to be
determined and calculated

Annual report late filing

State law (RCW 43.09.230) requires local governments to file their annual financial reports to
the Office of the State Auditor within 150 days of their fiscal year end. The City submitted all
required items on July 28, 2022, which was 59 days after the filing deadline.

We recommend the City ensure compliance with annual report filing deadlines.

Payroll

The City spent about $3.6 million in payroll costs annually. Due to turnover in the payroll
department, we identified controls were ineffective to ensure staff were properly calculating
payroll costs, voiding lost checks, sending unclaimed property (outstanding checks) to the
Department of Revenue timely, and processing insurance refunds through the appropriate
accounting system. In addition, the City has not updated its longevity policy to clearly define
how this pay will be consistently applied.

As aresult, the City:

e Incorrectly paid one employee that was on administrative leave for one pay period. The
City paid the employee at an hourly rate instead of at the union rate agreement resulting
in an underpayment of $194.

¢ Did not void a lost payroll check after reissuing it to the employee.

¢ Did not submit outstanding checks to the Department of Revenue as unclaimed property
timely. When a payroll check is outstanding for one year or more it is required to be
voided or returned to the Department of Revenue as unclaimed property.

e Incorrectly deducted insurance costs from one employee's payroll check after the
insurance was cancelled. Also, the insurance refund was processed through the payroll
system rather than the accounts payable system as required by state law.

Also, the City paid one employee longevity pay upon hire due to prior years of service in
government, which was approved by the City Manager. The personnel policy gives the City
Manager hiring authority, including setting wages; however, City policy does not clearly state
whether longevity is for City service or prior government service. City policy should clearly
define when longevity can be paid to ensure that the policy is consistently applied and paid to all
employees.
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Exit Recommendations
City of Toppenish
Audit Period Ending: 12/31/2022

We recommend the City perform a secondary review of payroll to ensure pay is accurately
calculated and in accordance with City policy. Additionally, we recommend the City properly
void lost checks, review outstanding checks to ensure any unclaimed property is submitted to the
Department of Revenue and ensure refunds are processed through the correct accounting system.
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