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This audit was requested by Metro 
Council and approved by way of 
Resolution No. 129, Series 2018.  The 
objective of the audit was to assess the 
internal controls for administering 
overtime for the Louisville Metro Police 
Department (LMPD) during December 
2016 through August 2018.   
 
 
 
 
During December 2016 through August 
2018 approximately 424,600 hours of 
overtime totaling $17 million was paid.  
The largest drivers of LMPD’s overtime 
are non-scheduled overtime  (overtime 
related to unplanned events, such as 
court appearances, personnel shortages, 
special events, Violent Crime Reduction 
(VCR), etc.) and scheduled overtime 
(overtime paid due to contractual 
reasons as stated within the Collective 
Bargaining Agreements (CBAs), such as 
payments for handling K9 dogs, 
training, traffic guard meetings, etc.).   

OBSERVATIONS 
LMPD has some controls in place to monitor overtime usage, however 
additional controls are required to ensure overtime data is complete and 
accurate.  Some specific observations include the following: 
• The process for monitoring high overtime usage is not documented, 

does not include all types of unscheduled overtime, and is not properly 
monitored. 

• Court overtime is sometimes submitted for payment without 
documented verification of accuracy, proper authorization, and 
approval.  There were court attendance discrepancies between the 
various court documents. 

• Minimum guidelines for reviewing and approving overtime have not 
been established, documented, and disseminated department wide. 

• There was no process to reconcile the overtime hours in the two 
timekeeping systems, AgencyWeb and PeopleSoft. 

• The days and hours worked for secondary employment are not 
monitored. 

 
RECOMMENDATIONS  
Some recommendations include, but are not limited to, the following: 
• Revise the process for reviewing and approving overtime above the 

predetermined threshold to include all unscheduled overtime types and 
monitoring procedures. 

• Develop and implement monitoring procedures to ensure the 
completeness, accuracy, and validity of all overtime.   

• Develop and enforce minimum guidelines for the approval of time.   
• Establish and document a process to reconcile the total hours in 

AgencyWeb to the total hours in Peoplesoft.   
• Develop and document a process to monitor the actual days and hours 

worked off-duty to ensure it does not overlap with on-duty hours.   
 
MANAGEMENT RESPONSE 
Management from LMPD concurred with and will implement all 17 of 
the recommendations included in this report.   
 
 
 
 

WHY THIS AUDIT WAS 
PERFORMED 

BACKGROUND 

INTERNAL CONTROL 
ASSESSMENT:  NEEDS 

IMPROVEMENT 
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Introduction 
 

In accordance with the Office of Internal Audit Charter, decreed in Chapter 30 of 
Louisville Metro Government’s (LMG) ordinances, an audit of the Louisville Metro Police 
Department - Overtime Usage was completed.  This audit was requested by the Metro 
Council by way of Resolution No. 129, Series 2018, sponsored by Metro Council President, 
David James.  

 
Resolution No. 129, Series 2018 was addressed with two related, but separate audits 

and corresponding audit reports.  The LMPD – Special Events Financial Administration 
and Overtime Usage audit report was issued on May 1, 2020. 

 
We commend LMPD for being proactive and implementing corrective actions 

during the audit.  Additionally, we commend their management and staff for their time, 
information, and cooperation during this audit. 
 
 
Background 
 

The mission of the Louisville Metro Police Department (LMPD) is to deliver 
professional, effective services, fairly and ethically, at all times, to all people, in order to 
prevent crime, control crime and enhance the overall quality of life for citizens and 
visitors.1  As of January 20, 2020, LMPD had approximately 1,150 sworn officers and 310 
civilian employees.   

 
  During December 2016 through August 2018 approximately 424,600 hours of 

overtime was paid.  Most overtime can be separated into the following two categories: 
• Non-scheduled overtime - Accounting for 93% of all overtime, includes overtime 

related to unplanned events, such as court appearances, personnel shortages, special 
events, Violent Crime Reduction (VCR), etc. 

• Scheduled overtime - Accounting for 7% of all overtime, includes overtime paid due to 
contractual reasons as stated within the Collective Bargaining Agreements (CBAs), 
such as payments for handling K9 dogs, training, traffic guard meetings, etc. 

 
Control Environment 
 
LMPD has progressively implemented internal controls related to overtime usage.  Initial 
efforts to improve internal controls increased after allegations of misuse.  Since then, 
LMPD continued to make incremental changes to internal controls related to overtime.  
Additional internal controls were added during the period being audited, December 2016 
through August 2018 and afterwards during the audit.  Key controls implemented since 
2016 are noted below.  
 
Prior to 12/1/16 
 
• Late Overtime Request Form - Form required to be completed for employees that do 

not request and/or obtain approval of overtime prior to the payroll cutoff time.  The 
form is required to be approved by the employees’ chain of command.    

 
 

1 https://louisville-police.org/ 
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During the period being audited (12/1/16- 8/31/18) 
 
• Overtime Threshold Review (High Overtime Review) - Majors are required to review 

sworn personnel with overtime hours exceeding a defined threshold to validate that 
hours were accurate and appropriate.  This process started in April 2018 and the initial 
threshold was 40 overtime hours per pay period.  Since the implementation of the 
review, LMPD has reduced the threshold multiple times to the current threshold of 25 
overtime hours.   

 
Currently being implemented (9/1/18- Current) 
 
• Reconciliation of AgencyWeb and PeopleSoft - LMPD implemented a process to 

reconcile the total hours in AgencyWeb (LMPD’s Timekeeping System) and 
PeopleSoft (Louisville Metro Government’s Payroll System) to ensure that all 
approved time is accounted for between the two systems.   

• 10% Random Audit - A process was started in January 2020 to randomly audit 10% of 
employees in each division/unit to evaluate the usage of overtime. 

 
The implementation of the controls listed above improve the overall control environment. 
However, there are opportunities for improvement.  The chart below illustrates the maturity 
of LMPD’s control environment.   
 
Chart A- LMPD Control Environment Maturity Model 
 
Objective 

 

- Roles and 
responsibilities are 

defined and assigned
- Oversight of the control 

environment and 
corrective actions taken 

- Transactions are 
properly approved on a 

consistent basis and 
corrective actions are 

taken when needed
- Presence of detective 

and preventative controls
- Control activities are 

documented and updated 
on a regular schedule

- Risks that may impact 
business objectives are 

regularly assessed
- Accurate operational 

reporting

Fully Effective

- Roles and 
responsibilities are 

defined
- Oversight of the 

control environment
- Transactions are 

properly approved on 
a consistent basis 

- Control activities are 
documented
- Presence of 

detective controls 
only

- Risks that may 
impact business 

objectives are 
periodically assessed

- Accurate operational 
reporting

Moderately 
Effective

- Roles and 
responsibilities are 
not clearly defined 

and assigned
- Some oversight of 

the control 
environment

- Transactions are 
properly approved on 

a consistent basis
-- Presence of 

detective controls 
only

-Control activities are 
partially documented 

but are not up-to-date
- Partially accurate 

operational reporting

Partially 
Effective

- Roles and  
responsibilities are 

not defined and 
assigned

- Lack of oversight of 
the control 

environment
-Transactions are not 
properly approved on 

a consistent basis 
- Control activities are 

not documented 
-Inaccurate 

operational reporting

Ineffective

C
urrent  
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The Louisville Metro Police Department - Overtime Usage Audit included an 
assessment of the internal controls within the process for authorizing, tracking, and 
monitoring overtime.  The policies and procedures related to overtime were also assessed 
for appropriateness.  The objective was to obtain assurance that the risks are adequately 
mitigated through internal controls in the process.   
 
 
Scope and Methodology 

 
The review period was December 1, 2016 through August 31, 2018.  A thorough 

understanding of the process(es) for the Louisville Metro Police Department - Overtime 
Usage was obtained through interviews of key personnel and examination of supporting 
documentation.  Specific analyses performed included, but was not limited to, the 
following: 
• A review of eighty-eight court appearances to ensure court overtime was properly 

approved in accordance with LMPD’s Standard Operating Procedures and the various 
CBAs.   

• A review of twenty-six late overtime requests to verify that overtime was valid and 
accurately approved in a timely manner.  

• A review of thirty employees paid time to ensure the payments were compliant with 
the CBAs. 

• A review of thirty employees to ensure overtime was entered and approved in 
AgencyWeb prior to the end of the applicable pay period. 

• A review of twenty-two employees that exceeded the overtime threshold to ensure that 
overtime in excess of the applicable threshold was reviewed.   

• A review of forty-seven pay periods to compare the number of overtime hours recorded 
in AgencyWeb and PeopleSoft. 

• A review of six municipal police departments to identify potential best practices for the 
administration of overtime and secondary employment.   

• A review of LMPD’s process for monitoring secondary employment to determine the 
adequacy of the process. 
 

 
Opinion 
 

It is our opinion that the internal control structure for the processes impacting the 
Louisville Metro Police Department’s overtime usage needs improvement.  The internal 
control rating criteria is detailed in the Statements and Audit Considerations section of this 
report.  The rating quantifies our opinion regarding the internal controls.  Opportunities to 
strengthen the internal control structure are detailed in the Observations and 
Recommendations section of the report.   
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Observations and Recommendations 
 
Observation 1: Overtime Approval Guidelines.  Minimum guidelines for reviewing and 
approving overtime have not been established, documented, and disseminated department 
wide.  The review and approval of overtime is performed at the division / unit level.  As a 
result, specific department-wide guidelines were not established.  Divisions and units use 
different systems such as spreadsheets, timecards, or AgencyWeb to collect data as well as 
different guidelines for approval.  The absence of standard, consistent guidelines for 
reviewing and approving overtime present operational risks and can lead to the approval 
of inappropriate or inaccurate time.  Inaccuracies within overtime information may impact 
operational reporting, for example, if incorrect codes are used to record time there may also 
be inaccuracies within any operational reports generated from the codes.   
 
The following issues were identified: 

 
 There was one instance of an overpayment of overtime due to a combination of unusual 

clock in procedures and a lack of a communication at the Vehicle Impoundment Unit.   
 Three of eighty-eight instances of court overtime were approved despite issues with the 

authority of the approver, errors in the quantity of overtime, or the overtime code used.   
 
Recommendation 1: 
 Develop and enforce minimum guidelines for the approval of time at the division / unit 

levels.  At minimum, the guidelines should meet the following criteria: 
- Establish a timeframe for entering and approving overtime hours to prevent 

potential late approvals. 
- Reiterate the importance of reviewing the overtime request for accuracy and 

appropriateness.  For example, the overtime hours, overtime request reason, and 
type are very important for reporting purposes. 

- Consider a mandatory annual training to review the time reporting guidelines for 
all employees responsible for approving time. 

- Establish guidelines regarding clocking in and out to include guidance for time 
before or after the shift that the employee can clock in and out.  Discontinue 
practices that permit clocking in and out earlier or later than the time worked.  
(Vehicle Impoundment Unit) 

 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding overtime approval guidelines.  
 
Target Implementation Date: October 1, 2020 
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Observation 2: High Overtime Monitoring Process.  The process for reviewing and approving 
overtime above the predetermined threshold is not comprehensive.  Civilian employees are 
excluded.  Additionally, the total overtime across all applicable overtime earn codes is not 
considered to determine overtime above the predetermined threshold.  Division Majors are 
responsible for bi-weekly approval of the unscheduled overtime worked by sworn employees 
within their command that exceeds the predetermined threshold.  The exclusion of civilian 
employees and the lack of consideration of employees’ total overtime across all applicable earn 
codes presents operational and financial risks because overtime could be abused and not detected 
in a timely manner. 
 
The following issues were identified: 
 In twenty-two instances of an employee’s overtime exceeding the threshold, seven were not 

subject to review and approval because either the type of overtime was excluded, or the 
employee was a civilian employee.   
 

Recommendation 2: 
 Update the process and corresponding policies and procedures for reviewing and approving 

overtime above the predetermined threshold to include the following: 
- Include all LMPD employees (civilian and sworn) in the review of overtime in excess of 

the applicable threshold. 
- Consider the total overtime per employee per pay period for all the applicable overtime 

earn codes in order to identify overtime above the predetermined threshold. 
- Include all unscheduled overtime earn codes in the calculation of total overtime hours for 

all LMPD employees.  Scheduled overtime may be excluded from the calculation of total 
overtime because scheduled overtime is a contractual payment, as it is guaranteed for 
applicable officers in the collective bargaining agreements.   
o Any overtime erroneously coded as a contractual pay in AgencyWeb would be coded 

as scheduled overtime in PeopleSoft and excluded from the high overtime monitoring 
process, therefore it is imperative that overtime entered into AgencyWeb is monitored 
for accuracy (refer to Observation/Recommendation 1 above). 

 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding high overtime monitoring process.  
 
Target Implementation Date: October 1, 2020 
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Observation 3:  High Overtime Monitoring SOPs.  The process for reviewing and 
approving overtime above the predetermined threshold is not documented within LMPD’s 
SOPs.  Minimum guidelines for reviewing and approving overtime have not been 
established.  Standard procedures and guidelines provide clear expectations and increase 
the ability to hold those tasked with approval accountable.  The reason guidelines have not 
been developed is likely because of a reliance on the judgement of those tasked with 
approval.  However, judgement, without minimum guidelines or a shared consensus 
regarding appropriate overtime, may be too subjective.  The absence of standard, consistent 
guidelines present operational risks and can lead to the approval of inappropriate or 
inaccurate time.   
 
Recommendation 3: 
 LMPD should document the requirement to review overtime over the applicable 

threshold within its SOPs.  The SOP should define the intent of the review process, 
who is responsible for completing the review, the criteria for inclusion in the review, 
key factors that impact approval, and the minimum procedures that all units / divisions 
should follow to properly complete the review.   

 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding high overtime monitoring SOPs.  
 
Target Implementation Date: October 1, 2020 
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Observation 4:  High Overtime Monitoring Oversight.  There is a lack of monitoring 
over the high overtime review process.  Overtime included within the predetermined 
criteria for inclusion in the high overtime review process may be erroneously excluded.  
When overtime over the threshold is identified, the approval or denial may not be 
documented on the Overtime Review Form by the Division Major and there are no 
monitoring controls to prevent or detect these instances.  Once the required forms are 
completed, they are not subject to further review, so any omissions or errors on the forms 
can go undetected.  The cause of this issue is likely a lack of awareness of the actual and 
potential errors in the process.  There is an increased operational and financial risk resulting 
from this issue.  
 
Issues identified related to high overtime monitoring include the following: 
 
 In twenty-two instances of an employee’s overtime exceeding the threshold, the 

following eight instances were identified. 
- There was an instance in which overtime earned for working at a higher class was 

excluded from the overtime review process.   
- There was an instance in which an officer’s overtime exceeded the applicable 

threshold, however there was no evidence that the overtime was reviewed.   
- There were five instances in which overtime exceeding the threshold was not 

identified by LMPD Human Resources, therefore the overtime was reviewed.   
 
Recommendation 4: 
 LMPD should develop a process to ensure that all Overtime Review Forms are 

accurately completed and returned to LMPD Human Resources.  When errors are 
identified on the completed forms, the forms should be returned to the Division Majors 
to be corrected and / or explanatory notes should be added. 

 During the audit, LMPD developed a process to perform periodic random audits of a 
sample of all overtime hours.  LMPD should ensure that the random audit process is 
documented within its SOPs.  LMPD should also consider the inclusion of any 
applicable Overtime Review Forms in the random audit process, as this would be a 
method in which LMPD could verify that the forms were accurately completed and 
maintained.   

 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding high overtime monitoring oversight.  In addition, LMPD noted the following:  
 
The only change is the Overtime Review Forms should be turned in to the Inspection and 
Compliance Unit, not Human Resources.   
 
Target Implementation Date: October 1, 2020 
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Observation 5:  Court Overtime Approval.  Court overtime is sometimes submitted for 
payment without documented approval from a Court Liaison Officer (CLO).  LMPD SOP 
8.2.15, Overtime, requires completion of a Verification for Court Overtime Form, which 
documents approval by a CLO, for all court appearances where any overtime pay requests 
may be made.  There is not an explicitly stated requirement for CLO approval of court 
overtime that is not a result of a court appearance, which makes it difficult to determine 
whether approval from the CLOs or officers’ home division is required.  This issue is also 
impacted by the quantity of court appearances paired with the limited capacity of the two 
CLOs.   The absence of an explicitly stated requirement for CLO approval of all court 
overtime increases the risk of invalid court overtime being recorded and approved by 
someone other than a CLO, possibly making it more difficult to detect.  Without consistent 
use of the Verification for Court Overtime Form or an alternative method for ensuring court 
overtime is properly approved, there are increased financial and operational risks. 
 
The following issues were identified: 
 In eight of eighty-eight instances selected, the Verification for Court Overtime Forms 

could not be located.  It could not be determined if the form was used and /or required 
in all instances.   

 
Recommendation 5: 
 Implement the following monitoring procedures.  Ensure new or revised procedures 

are included in the LMPD SOP.  
- LMPD should regularly reconcile the total approved overtime hours in AgencyWeb 

with a court overtime “COT” type and / or with a reason description related to court 
to the total approved overtime hours from the Verification for Court Overtime 
Forms.  This will allow the CLOs to identify any court overtime in AgencyWeb 
that was not approved by a CLO and / or any discrepancies between the two sources.  
This will also identify officers who attended court and did not complete a 
Verification for Court Overtime Form.     

- LMPD should specifically define what qualifies as court overtime in its SOPs as 
this may help to reduce the workload of the CLOs by shifting the approval of 
overtime that does not fall within the defined criteria to the home divisions, i.e. trial 
preparations, the retrieval of evidence, etc.     

- LMPD should explicitly state in its SOPs that all court overtime must be approved 
by a CLO. 

 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding court overtime approval.  
 
Target Implementation Date: October 1, 2020 
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Observation 6: Court Overtime Discrepancies.  There were instances where the 
Verification for Court Overtime Form, could not be relied upon due to incomplete 
documentation and discrepancies between the form and information in CourtNotify (the 
court tracking system used by LMPD).  All fields on the Verification for Court Overtime 
Form should be completed and the form should clearly indicate the CLO’s approval or 
denial of court overtime.  LMPD SOP 8.2.12, Court Attendance Documentation, requires 
officers’ clock in and out of CourtNotify when they have court appearances.  The 
discrepancies between the form and CourtNotify are likely caused by a lack of clarity in 
the policies and procedures regarding when officers clock in and out and the types of court 
activity that should be recorded in CourtNotify.  Additionally, there is minimal managerial 
oversight over the daily operations performed by the CLOs, which make it difficult to 
identify and correct incomplete forms.   There are increased legal risks when there are 
unexplained variances between the quantity of overtime submitted for payment and the 
supporting documentation.  Additionally, incomplete documentation may also result in 
operational inefficiencies.              
  
Specifics include the following: 
 In fifty-six of eight-eight instances selected, there was not an adequately documented 

Verification for Court Overtime Form.    
- In thirty-six of the fifty-six instances, the Verification for Court Overtime Form did 

not agree to CourtNotify.  These discrepancies were for a variety of reasons 
including failure to sign in and / or out of CourtNotify, system limitations, 
inconsistent and unexplained adjustments to the form, or a lack of access to 
CourtNotify, specifically for Federal Court.   

- In ten of the fifty-six instances, the quantity of court overtime on the Verification 
for Court Overtime Forms was miscalculated.  Five of these instances resulted in 
an overpayment.   

- In ten of the fifty-six instances there was evidence that the officers signed in and 
out of CourtNotify for the court appearances and the Verification for Court 
Overtime Forms were completed, however there was no indication on the forms of 
the total overtime or whether the court overtime was approved or denied.   

 
Recommendation 6:  
 Implement the following monitoring procedures.  Ensure new or revised procedures 

are included in the LMPD SOP.  
- Require the times in / out of court on the Verification for Court Overtime Form to 

reflect the actual times the officers are in / out of court instead of modified times 
that exclude their regular shifts, late / early arrivals, and / or late / early departures. 

- Develop and document the steps to be taken to determine the amount of court 
overtime earned when there are discrepancies between CourtNotify, AgencyWeb, 
and/or the Verification for Court Overtime Form.    
o When discrepancies are identified, clarifying information should be noted on 

the source document used to approve / deny the overtime. 
o The steps that officers should take when they are released from court and unable 

to sign out in CourtNotify for any reason. 
- Develop and document the steps that LMPD personnel should take and the 

documents to be completed when there are exceptions to the court process, such as 
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when the Prosecutor is unable to be located to sign the Verification for Court 
Overtime Form, when LMPD personnel are released and called back to court and 
are unable to sign back into CourtNotify, when LMPD personnel undergo trial 
preparations instead of or in addition to actual court appearances, and when court 
cases are settled outside of court within or in excess of two hours.    

- Determine a defined timeframe that LMPD personnel may clock into CourtNotify 
prior to their court appearance.   

- Develop and document a process for validating the court appearances for Federal 
Court, since the officers do not have access to CourtNotify at the Federal Court 
Building. 

 Review the court overtime process and consider the necessity of all steps and identify 
potential steps that could be revised and / or consolidated to make the process more 
efficient and / or effective.  This process review may require collaborative efforts 
between LMPD, the Office of Civic Innovation and Technology (CIT), The Chief 
Court Judges, The Office of Circuit Court Clerk (OCCC) and the Office of Performance 
Improvement (OPI).   

 Update the Verification for Court Overtime Form to include additional pertinent 
information used to determine the total amount of court overtime for officers’ court 
appearances.  The following fields should be considered: 
- The starting and ending time of officers’ regular shifts  
- A notes field to document any deviations from LMPD’s SOPs or for special 

circumstances 
- Separate fields to calculate the total hours for court pays (CRT) and court overtime 

(COT)   
- Separate fields to identify the starting and ending times for the various types of 

activities associated with court appearances for which officers can earn overtime, 
i.e. conference calls, trial preparation, time spent retrieving evidence from the 
LMPD Property Room, etc. 

 Implement additional managerial oversight of the court process to ensure that court 
overtime is properly approved, and that supporting documentation is obtained and 
maintained to comply with its SOPs.  An example of increased oversight might include 
a training and awareness program to ensure officers and CLOs understand how to 
properly account for court overtime.  The program should focus on awareness of 
expectations of officers and their respective roles in the process.  A successful program 
will strengthen the control environment, specifically ensuring a consensus regarding 
the importance of proper accounting for court overtime.  

 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding court overtime discrepancies.  In addition, LMPD noted the following: 
 
Agree with everything except determining a defined timeframe for clocking into 
CourtNotify.  Courtnotify was never intended to be a timekeeping system.  It is a system 
intended to track court appearances.   Many times, the officer is able to handle the court 
case an hour or more earlier than the listed time on the subpoena.  This allows late watch 
officers to handle cases earlier if prosecutors allow which then allows the officer to get rest 
quicker after being up all night and then having to attend court.  Additionally, officers are 
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able to handle multiple subpoenas at one time rather than returning because a subpoena 
had a later time listed.  This also saves on court pay. 
 
Target Implementation Date: October 1, 2020 
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Observation 7:  Unpaid Court Overtime.  There is no process to identify court overtime 
that was worked but not requested for payment.  Employees should be compensated for 
time worked in order to avoid unintended liabilities.  There was a lack of awareness 
regarding the need to identify instances in which overtime was earned but not claimed for 
payment.  The absence of a process to confirm that all officers that earned court overtime 
are actually paid for the time presents potential risks that LMG could be noncompliant with 
Kentucky Labor Statutes and Collective Bargaining Agreements (CBAs), which could also 
pose legal and financial risks for LMG.   
 
The following issues were identified: 
 There were three of eighty-eight instances in which officers were eligible for court 

overtime and did not submit Verification for Court Overtime Forms.  The officers also 
did not request payment for the court overtime, and as a result, the officers were not 
paid for time worked.  The instances were not identified prior to the audit. 

 
Recommendation 7: 
 On a regular basis, LMPD should review all court appearances recorded in CourtNotify 

and notate if court pays and / or court overtime was earned for the appearances and if 
a Verification for Court Overtime Form was completed.  This will allow the CLOs to 
identify any court overtime that was earned and not submitted on a Verification for 
Court Overtime Form.  It will also allow the CLOs to identify anyone that did not clock 
in and out of CourtNotify that may have earned court overtime and completed a 
Verification for Court Overtime Form.  LMPD should work with the Office of Civic 
Innovation and Technology (CIT) to determine if an automated process could be 
created to extract the court appearance information from CourtNotify in an efficient 
user-friendly manner.   

 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding unpaid court overtime.  
 
Target Implementation Date: October 1, 2020 
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Observation 8: System Reconciliation.    LMPD does not have a process to reconcile the 
hours reported in AgencyWeb to the hours reported in PeopleSoft to ensure the 
completeness and accuracy of timekeeping data.  At the end of each pay period, the data 
from AgencyWeb, LMPD’s timekeeping system is transferred to PeopleSoft, the enterprise 
payroll system, via an automated process.  The ability to reconcile the hours between the 
two systems is complicated by limitations of both systems.  Additionally, LMPD’s Human 
Resources Division has limited resources which has impacted its ability to reconcile the 
total hours recorded in both systems.  Unreconciled differences between the two systems 
presents operational risks, as there is the potential that all hours from AgencyWeb are not 
recorded completely and accurately in PeopleSoft. There is also risk that incorrect 
adjustments may be made in PeopleSoft and go undetected. 
 
Recommendation 8: 
 Collaborate with the Department of Civic Innovation and Technology to determine if 

an automated reconciliation of all payroll information in AgencyWeb and Peoplesoft 
can be created.  Otherwise, at minimum, establish and document a process to manually 
reconcile the total hours in AgencyWeb to the total hours in Peoplesoft each pay period.  
The amount and reason for any differences between the two systems should be 
researched and the results should be documented.   

 
LMPD has implemented a manual process to reconcile the two systems 
 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding system reconciliation.  
 
Target Implementation Date: October 1, 2020 
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Observation 9:  Late Overtime Request Forms.  Some instances were identified in which 
Late Overtime Request Forms were not approved by one or more of the required members 
of the requesting employees’ chain of command.  Late Overtime Request Forms are 
required when LMPD employees do not enter their overtime in AgencyWeb and / or when 
their overtime is not approved by their chain of command in AgencyWeb prior to the 
biweekly payroll cutoff time.  Additionally, the requirements for the Late Overtime 
Request Forms and the related responsibilities of the LMPD Command Staff have not been 
formally defined and documented within LMPD’s SOPs.  The lack of documentation of 
the requirements and responsibilities related to the form potentially present operational and 
financial risks that invalid overtime may be approved and paid.  There is also the potential 
operational risk that LMPD Leadership may be unaware of all overtime worked and 
approved under their command after the close of the pay period.   
 
Specifics of the issues identified include the following: 
 In five of twenty-six late overtime requests selected, the Late Overtime Request Forms 

did not contain evidence of review, via signature, of one or more members of the 
employees’ chain of command.   
 

Recommendation 9: 
 LMPD should revise the SOPs to include the following information related to the Late 

Overtime Request Forms: 
- The purpose of the form. 
- The requirements for completing the form, such as the minimum information to be 

included, who needs to approve the form, etc. 
- The responsibilities of the employee submitting the request and each approver 

required on the form.   
- The steps to be taken when inaccurate and / or incomplete information is submitted 

on the form. 
- The steps to be taken when required approvers are not available to approve the 

request as well as when exceptions to the process exist. 
- The division / unit responsible for maintaining the forms and the required retention 

period of the forms.  LMPD should also ensure that the retention period complies 
with LMG’s record retention policy.  

 Additionally, LMPD should revise its SOPs to include the following information 
related to timekeeping: 
- The current responsibilities of LMPD officers, civilian employees, and the 

Command Staff related to timekeeping functions, such as for entering schedules, 
overtime, and paid time off in AgencyWeb.   

- The required information to be captured in AgencyWeb when reporting overtime. 
- The potential consequences when overtime is not entered timely and / or properly 

approved, and / or when the required objectives of the overtime assignment are not 
achieved. 
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LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding late overtime request forms.  
 
Target Implementation Date: October 1, 2020 
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Observation 10: LMPD Overtime Reporting.  LMPD’s process for preparing reports 
containing overtime data is not structured to ensure the completeness and accuracy of the 
data.  LMPD identified issues with the budget data used for the 4 Panel Overtime Report.  
However, LMPD leadership was not made aware that the budget information on the report 
was inaccurate.  LMPD does not have a process to monitor the accuracy and completeness 
of overtime data used for reporting purposes.  Financial and operational risks are presented 
when business decisions are made based upon incomplete and/or inaccurate data.  When 
grant and contractual reimbursement requests are made based on inaccurate data, additional 
financial, legal, and compliance risks are presented.   
      
Recommendation 10: 
 Perform a review of any overtime reports prior to distribution to ensure that the reports 

contain accurate information about the total actual and budgeted overtime hours to 
ensure that the information can be relied upon and used to make business decisions.  
The review should be evidenced via the signature of the reviewer and the reviewer 
should not also be preparer of the report. 

 Update the 4 Panel Report to provide clarity about the differences in overtime hours 
reported in AgencyWeb and the overtime hours reported in Peoplesoft.  This could be 
achieved by including the prior period adjustments within the AgencyWeb data and/or 
preparing a verbal (written summary) or visual (table) explanation of the differences 
between the two systems.  The budgeted information should also be updated each time 
the 4 Panel Report is ran and if the information cannot be updated, the report should 
note that the budgeted information was not updated. 

 
LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding LMPD overtime reporting.  
 
Target Implementation Date: October 1, 2020 
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Observation 11: Secondary Employment.  The days and hours that employees work 
secondary employment are not tracked.  LMPD Standard Operating Procedures 2.4.9, 
Coordinator Responsibilities, assigns authority for the oversight of all secondary 
employment to the Inspections and Compliance Unit (ICU).  ICU performs periodic 
verifications of secondary employment, however under the current process it is not possible 
to determine the actual days and hours that LMPD employees engage in secondary 
employment, therefore the verifications do not provide assurance that employees are not 
engaging in secondary employment while they are also being paid for work by LMPD.  
Although LMPD requires employees working secondary employment to complete a 
Secondary Employment Request Form, the form is not structured to capture the days and 
hours worked. The form only captures the months that secondary employment is expected 
to be worked.  Limited resources within ICU may have prevented more extensive 
monitoring from being performed.  The absence of a process to more actively monitor 
secondary employment poses significant risks due to the potential of diminished on duty 
performance from fatigue caused by excessive hours worked, increased usage of sick time, 
conflicts of interest, and / or potential fraudulent activity due to LMPD employees working 
off-duty and on-duty at the same time.  LMPD has identified alternative techniques to 
decrease these risks including monitoring officers’ radio responses, checking patrol 
officers’ body camera footage, and encouraging supervisors to promote general wellness.  
However, these techniques have not been formalized in a coordinated effort, with 
appropriate guidelines and oversight, for the specific purpose of monitoring secondary 
employment. 
 
Recommendation 11: 
 Enhance the random audits of secondary employment by adopting standards and 

guidelines to guide completion of the audits.  In order to effectively address the risks 
associated with secondary employment, the guidelines should include the following:   
- A minimum quantity of audits that must be completed periodically (i.e. weekly, 

monthly). 
- Procedures that consist of a combination of audits performed by way of physical 

examination (travel to the secondary employment site) and inquiry.  This will allow 
for greater coverage, as inquiry requires fewer man hours.  Inquiry consists of 
obtaining officers’ secondary employment schedule for a given period, directly 
from the secondary employer.  The secondary employment schedule should be 
compared to officers’ LMPD work schedule to identify any overlap.  

- In addition to randomly selected audits, a targeted selection should be implemented.  
Targeted selection of audits should be informed by risk factors identified by LMPD 
leadership.  Some considerations include concerns from superiors and peers and 
tracking the frequency of issues with radio responses and body cameras. 
 

LMPD’s Response 
 
Louisville Metro Police Department concurs and will implement the recommendations 
regarding secondary employment.  In addition, LMPD noted the following: 
 
We agree with everything except the implementation of inquiries of secondary employers.  
We cannot require secondary employers to provide us with information regarding officers' 
employment schedules. 
 
Target Implementation Date: October 1, 2020 
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Statements and Audit Considerations 
 
I.  Internal Control Rating and Criteria 
 
 
Internal Control Rating:  Needs Improvement 
 
 
 
Internal Control Rating Criteria: 

  Legend  
    
Criteria Satisfactory Needs Improvement Inadequate 
Issues Not likely to impact 

operations. 
Impact on operations likely 
contained.   

Impact on operations likely 
widespread or 
compounding.   

    
Controls Effective. Opportunity exists to 

improve effectiveness. 
Do not exist or are not 
reliable. 

    
Policy 
Compliance 

Non-compliance issues are 
minor. 

Non-compliance issues may 
be systemic.   

Non-compliance issues are 
pervasive, significant, or 
have severe consequences.   

    
Image No, or low, level of risk. Potential for damage. Severe risk of damage. 
    
Corrective 
Action 

May be necessary. Prompt. Immediate. 

 
 
II.  Prior Audit Issues 
 

The Office of Internal Audit has not performed any previous reviews of the 
Louisville Metro Police Department’s Overtime Usage. 
 
 
III.  Statement of Auditing Standards 
 

The audit was performed in accordance with Government Auditing Standards 
issued by the Comptroller General of the United States and with the International Standards 
for the Professional Practice of Internal Auditing issued by the Institute of Internal 
Auditors. 
 
 
IV.  Statement of Internal Control 
 

An understanding of the internal control structure was obtained in order to support 
the final opinion.  The objective of internal control is to provide reasonable, but not 
absolute, assurance regarding the achievement of objectives in the following categories: 

 
• Achievement of business objectives and goals 
• Effectiveness and efficiency of operations 
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• Reliability of financial reporting 
• Compliance with applicable laws and regulations 
• Safeguarding of assets 

 
 
V.  Statement of Irregularities, Illegal Acts, and Other Noncompliance 
 

The review did not disclose any instances of irregularities, any indications of illegal 
acts, and nothing was detected during the review that would indicate evidence of such.  
Any significant instances of noncompliance with laws and regulations are reported in the 
Observations and Recommendations section of this report. 
 
 
VI.  Statement of Limitations 
 

There are inherent limitations in any system of internal control.  Errors may result 
from misunderstanding instructions, mistakes of judgment, carelessness, or other personnel 
factors.  Some controls may be circumvented by collusion.  Similarly, management may 
circumvent control procedures by administrative oversight. 
 
 
VII.  Views of Responsible Officials / Action Plan 
 
 A draft report was issued to Louisville Metro Police Department on May 27, 2020.   

The views of Louisville Metro Police Department officials were received on July 
7, 2020 and are included in the Observations and Recommendations section of the report.  
The plans do indicate a commitment to addressing the issues noted. 

 
LMCO §30.36(B) requires Louisville Metro Agencies to respond to draft audit 

reports in a timely manner.  It specifically states that  
 
“The response must be forwarded to the Office of Internal Audit within 15 
days of the exit conference, or no longer than 30 days of receipt of the draft 
report.”  
 

The Louisville Metro Police Department requested and received an extended time frame 
for submitting the response.  The response was provided within the extended timeframe. 
 
 
VIII.  Office of Internal Audit and Audit Team 
 

The Office of Internal Audit was created by Louisville Metro Government 
Ordinance, Chapter 30 as an independent office reporting to the Metro Council and the 
Mayor’s Office to help establish accountability and improve Louisville Metro Government 
programs, processes, and services.  Audits are conducted to review aspects of a process, 
program, or service and provide recommendations for improvement. 
 
 
Engagement Audit Team  
Lead Auditor:  Brandon Booth, CIA, CFE, CGFM 
Project Manager:  Jacqueline Lewis, CPA, CIA 
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Internal Audit Director: 
May Porter, CIA 
 
Assistant Director: 
Jacqueline Lewis, CPA, CIA 
 
Office of Internal Audit 
Phone: (502) 574-3291 
Website:  https://louisvilleky.gov/government/internal-audit 
 
Copies of our Audit Reports are available at:  https://louisvilleky.gov/government/internal-
audit/audit-reports 
 
 

https://louisvilleky.gov/government/internal-audit
https://louisvilleky.gov/government/internal-audit/audit-reports
https://louisvilleky.gov/government/internal-audit/audit-reports


  
 

 
 
The purpose of this survey is to solicit your opinion concerning the quality of the Louisville Metro Police 
Department - Overtime Usage Audit.  Please feel free to expand on any areas that you wish to clarify in the 
comment area at the end. Please return the completed survey electronically to IAUDITIMB@Louisvilleky.gov 
or to ATTN: Internal Audit 609 W. Jefferson St Louisville, KY 40202.  We sincerely appreciate your feedback.  
The survey can also be completed online at the following link: https://louisvilleky.wufoo.com/forms/audit-
report-satisfaction-survey/ 
 
Survey 

1. The audit report thoroughly explained the scope, objectives, and timing of the audit. 
 
__Strongly Agree 
__Agree 
__Neither Agree or Disagree 
__Disagree 
__Strongly Disagree 
 

2. The audit report reflects knowledge of the departmental/governmental policies related to the area or 
process being audited. 

__Strongly Agree 
__Agree 
__Neither Agree or Disagree 
__Disagree 
__Strongly Disagree 
 

3. The audit report is accurate and clearly communicated the audit results. 

__Strongly Agree 
__Agree 
__Neither Agree or Disagree 
__Disagree 
__Strongly Disagree 
 

4. The audit recommendations were constructive, relevant, and actionable. 

__Strongly Agree 
__Agree 
__Neither Agree or Disagree 
__Disagree 
__Strongly Disagree 
 

5. **Was there anything about the audit report that you especially liked? 
 

6. **Was there anything about the audit report that you especially disliked? 

mailto:IAUDITIMB@Louisvilleky.gov
https://louisvilleky.wufoo.com/forms/audit-report-satisfaction-survey/
https://louisvilleky.wufoo.com/forms/audit-report-satisfaction-survey/
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