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Honorable John P. de Jongh, Jr.
Governor of the Virgin Islands
Office of the Governor

21-22 Kongens Gade

St. Thomas, V1 00802

Honorable Luis P. Hill
President

28" Legislature
Capitol Building

St. Thomas, VI 00802

Dear Governor de Jongh and Senator Hill:

This letter report contains the results of our audit of transactions of the Governor’s
Special Events Fund (Special Events Fund).

The objectives of the audit were to determine whether the Special Events Fund was
legally established and lawfully administered in accordance with applicable laws and regulations.

The scope of the audit covered the transactions of the Special Events Fund checking
account during Calendar Years 2004 through 2006.

To accomplish our audit objectives, we interviewed the Former Administrator, his former
assistant as well as some individuals who received payments from the checking account during
the audit period. We reviewed bank statements, cancelled checks, stamped deposit slips and
supporting documentation.

The audit was performed in accordance with generally accepted government auditing
standards applicable to performance audits, contained in the Government Auditing Standards
issued by the Comptroller General of the United States. Those standards require that we plan and
perform the audit to provide a reasonable basis for our findings and conclusions. Accordingly,
we have performed such tests of records, and conducted other procedures that were considered
necessary under the circumstances.



As part of our audit, we evaluated the internal controls over the management of the
checking account and use of funds. Weaknesses in internal controls identified in these areas are
discussed in the Audits Results section of the report.

We are unaware of any audit reports issued that examined the transactions of the
checking account within the past five years.

BACKGROUND

Although not legally established by the Virgin Islands Code (Code) or by the Department
of Finance (Finance), the Special Events Fund was purported to have been established to fund
special events traditionally hosted or sanctioned by the Governor of the Virgin Islands. There is
no authority in the Code, or rules and regulations authorizing the establishment of the Special
Events Fund. Nor is there any documented purpose for how the Special Events Fund is to be
used. Also, although the checking account was opened as a Government account, Finance did not
have any documentation authorizing the opening this account.

The Special Events Fund’s checking account (checking account) was opened in 1995,
during the administration of Governor Roy L. Schneider. However, the tradition of funding
special events may have existed in one form or another prior to the opening of this checking
account. This account was subsequently closed in 2007.

During Calendar Years 2004 through 2006, the checking account was administered by
the former St. Thomas/Water Island Administrator (Former Administrator). It was indicated that
the purpose of the checking account was to finance special events established by tradition, like
the Governor’s Christmas Party and Carnival activities and events selected by the Governor or
the Former Administrator. It was further indicated that the account was to be funded by private
donations.

The Virgin Islands Government (Government) has a Private Donations Fund (Donations
Fund) that is maintained by Finance, in which donations to the Government or a particular
agency are held. Once donations are deposited into the Donations Fund, they become accessible
to the recipient agency and withdrawals can be reviewed by Finance to ensure compliance with
rules regarding the expenditure of Government funds.

AUDIT RESULTS

We found that the checking account was not officially established by Finance and was
used: (i) for transactions other than its purported purpose of financing special events; (ii) to pay
for professional services to an individual without a contract; and, (iii) to inappropriately pay
Government employees outside of the Government payroll system.



We attribute these conditions to: (i) a lack of internal controls over the checking account;
and (ii) the failure to comply with the Code and rules regarding procurement for professional
services and Government payroll practices.

As a result, the checking account was used: (i) as an unofficial petty cash account from
which funds were used to pay unrelated expenses; (ii) to pay $15,000 to a single service provider
without a contract; and, (iii) to pay Government employees $8,523 contrary to the Code which
requires Finance to consolidate all wages into one account.

We made several recommendations to address the conditions and causes cited in the

report. The recommendations include using Finance’s Donations Fund to hold donations, which
should assist in ensuring compliance with the Code as well as other local laws and regulations.

Internal Controls

We found that the checking account operated without proper internal controls. Although
we did not find any misappropriation of funds, there were no checks and balances over the
account’s activities; only one individual had total control of the checking account. Bank
reconciliations were not performed, and there was only one signatory on the account.

The Revised Organic Act of 1954, Section 18 requires the Governor to establish internal
controls designed to provide effective control over and accountability for all funds. Additionally
Title 33, Section 3201 of the Code states that public monies can only be disbursed by persons
designated by law.

The Former Administrator had total access to private donations, Government
reimbursements and contributions, and employee reimbursements deposited into the checking
account. However, the Office of the Governor failed to ensure that the individual was designated
as a Certifying Officer or that the position was bonded as a requirement to handle public funds.

In addition, funds from various sources were commingled in the checking account.

During Calendar Years 2004 — 2006, the checking account had commingled deposits from
various sources totaling $347,472. The following table shows the sources of the deposits.

Government of the Virgin Islands $ 233,942

Private Donations $ 88,550
Employees: Reimbursements $ 9,129
Other or Unknown $ 15,851
Total $ 347,472



Expenditures

The checking account was used as an unofficial petty cash fund for expenses that were
unrelated to the purported purpose of the account. When the former Deputy Chief of Staff to the
Governor, who served as the Certifying Officer, was not available, the checking account was
used to pay unrelated expenses associated with activities of the Office of the Governor and the
Anti-litter and Abandoned Vehicle Task Force (Task Force). Additionally, the funds from the
checking account were used for unsupported and unrelated purposes.

The Special Events Fund checking account was not an officially established Petty Cash/
Imprest Fund account. However, whenever reimbursements were sought by the former
Certifying Officer for expenses related to the Office of the Governor or the Task Force, the
former Certifying Officer submitted Miscellaneous Disbursement Vouchers to Finance to
reimburse the “Governor’s Special Events Fund.” Finance repeatedly reimbursed this checking
account. Had Finance been more diligent in its review of the Miscellaneous Disbursement
Vouchers related to the checking account, it may have found that the account was not entitled to
reimbursement.

The following table summarizes the expenditures from the checking account during
Calendar Years 2004 — 2006.

Special Events $ 148,111
Anti-litter and Abandoned Vehicle Task Force $ 113,709
Office of the Governor $ 56,181
Education/Youth Activities $ 14,992
USO Bathroom Project $ 1,436
Other or Unknown $ 16,355
Total $ 350,784

Unsupported Expenditures. On June 2, 2005, the Former Administrator issued a
$5,522 check to the former Deputy Chief of Staff to the Governor. The reported purpose given
was that of a “fund balance closure,” however no supporting documentation was available. We
also identified a June 24, 2004 check in the amount of $2,000 that was made to cash. The Former
Administrator indicated that the cash was used for expenses related to making arrangements for a
meeting being held by the Governor at a national conference in Boston. However, there was no
documentation to support the use of the funds.

Professional Services. Professional services were paid from the Special Events Fund
without the benefit of a contract as required by procurement laws. In addition, by not processing
payments through Finance as required of all Government disbursements, Internal Revenue
Service reporting requirements were not followed. This resulted in Form 1099 not being
prepared for the individual who received payments of $7,500 in Calendar Years 2005 and 2006.
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Title 31, Section 236 of the Code requires in part that requests for professional services
be competitively negotiated when the cost of such services were expected to exceed $5,000.
Once a provider is selected, the Code requires the Department of Property and Procurement to
process and approve all contracts between the Government and the provider. Additionally, the
Department of Property and Procurement must ensure that all service providers are licensed to do
business in the Virgin Islands at least one year prior to entering into contract negotiations with
any Government department and agency.

The checking account was used to pay an individual for part time administrative services
provided to the Task Force. This service provider received payments in the amount of $7,500 in
Calendar Year 2005 and $7,500 in Calendar Year 2006 for a total of $15,000.

In addition, income reporting requirements were not followed as required by the Internal
Revenue Code. Internal Revenue Service instructions for Form 1099 require that a Form 1099 be
issued when payments in excess of $600 are made for services performed for a trade or business
by people not treated as employees.

We noted that Forms 1099 were not issued to this service provider or furnished to the VI
Bureau of Internal Revenue to account for income earned during both calendar years. Had the
payments been made through Finance, Form 1099 would have been issued to both the service
provider and the Bureau of Internal Revenue.

Compensation to Government Employees. Seventeen Government employees from
seven different departments received compensation totaling $8,523 for various types of services
provided. These payments were made from the checking account thereby bypassing the
Government’s payroll system.

Title 3, Section 177 of the Code requires Finance to provide regulations for the
disbursement of all public funds. In addition, Title 3, Section 562 of the Code requires Finance to
process all payrolls for the Government. Finally, Title 33, Section 3241 of the Code authorizes
that compensation to employees be consolidated into one account by Finance. The Internal
Revenue Service rules require that businesses file W-2 forms to report wages paid to employees.
Additionally, the Government Personnel Employees Handbook states that several deductions
must be withheld from the earnings of Government employees to include; Federal income taxes,
Social Security taxes, garnishments/wage attachments and retirement plan contributions.

A total of $8,523 in compensation payments were made without processing those
payments through Finance. Wages and overtime payments were made to various government
employees to include employees of the Office of the Governor, the departments of Housing
Parks and Recreation, Licensing and Consumer Affairs, Property and Procurement, Public
Works, Police and Health to perform work for special events and activities related to the Task
Force and the Office of the Governor. These employees were paid for work to include
administrative, law enforcement, transportation, and landscaping services.



Additionally, when the services were needed of employees from various agencies such as
the departments of Property and Procurement, Housing Parks and Recreation, Public Works,
Licensing and Consumer Affairs, and Police, the employees were assigned by their respective
agencies. The Governor’s Special Events and Task Force activities required these employees to
perform duties after normal working hours and in some cases on weekends and holidays. We
noted that in some cases, the Division of Transportation of the Department of Property and
Procurement submitted a daily time and attendance document. In other cases, a “memorandum of
work performed” for overtime work performed by employees of the Department of Property and
Procurement was submitted. The overtime and other wages were paid from the checking
account; however, these payments should not have been made from the checking account and
were made contrary to Government rules and regulations. Instead, a dual employment time sheet
should have been completed and submitted to Finance. The form would have required the Office
of the Governor’s charge code to be charged for the time the various departments’ employees
performed services for the Office of the Governor. These workers were employees of the
Government and as such, any additional payments received by these Government employees
should have been paid through Finance, as required by law.

Salary Advance. A $2,400 salary advance was paid to an Office of the Governor
employee from the checking account. The advance was later repaid. This payment was
inappropriate because funds deposited into the checking account were not authorized to be used
for such purposes. Additionally, all payroll payments and issues should have been handled by
Finance as required by the Code.

We have found this type of situation occurring in prior audits and should be addressed by
Finance. Agencies should not be giving employees payroll advances from petty cash/imprest
accounts.

Use of Scholarship Funds. As part of an agreement between the Government and the
Florida-Caribbean Cruise Association, the Florida-Caribbean Cruise Association members were
required to set up a scholarship program funded with $100,000 over four years “and to be
administered in the sole discretion of the Government.” The final $25,000 payment toward this
scholarship program was received and deposited into the checking account in early 2005.
However, some of these “scholarship” funds were not used for their intended purposes. Based
on an interview with the Former Administrator, limited documents provided and a subsequent
review of checks written from the checking account, we were able to identify $14,992 in
educational or youth activity related expenses. However, upon further review, we determined
that $4,000 of these expenses was reimbursed to the checking account by the Office of the
Governor. As such, we determined that only $10,992 of the donated funds was used for
educational or youth related activities. We could not determine how the remaining $14,008 of
“scholarship” funds was spent.




Political Contributions. The checking account also received and expended private

donations designated specifically for the former Governor’s birthday party. However, it is
unclear whether this type of event could be construed as a traditional or a political event.
Without clearly established rules and regulations, the use of the checking account could be prone

to abuse.

Recommendations

We recommend that the Governor of the Virgin Islands:

1.

Ensure that the Special Events Fund is established in compliance with Finance
policies and procedures.

Use Finance’s Donations Fund to account for donations made for special events.

Ensure that all donations are managed and expended in accordance with established
rules and regulations and within the confines of their intended purpose.

Ensure compliance with the procurement and contract rules of the Government.

Ensure compliance with the payroll and casual labor compensation rules of the
Government.

We recommend that the Commissioner of Finance:

1.

Issue a memorandum to all Government agencies concerning the policies and
procedures for handling donations made to the Government.

Issue a memorandum to all Government agencies advising departments to seek
guidance from Finance for all issues concerning the handling of payroll, including
paying employees that have begun working before receiving their Notices of
Personnel Action.

We recommend the Director of Personnel:

1.

Issue a memorandum to all Government agencies concerning the policies and
procedures on the handling of compensation payments to Government employees for
work done outside of their respective employment agencies, “dual employment.” At a
minimum, the memorandum should address the handling of payments for dual
employment, overtime, additional compensation, and casual labor.



Governor of the Virgin Islands’ Response

The Governor of the Virgin Islands in his July 16, 2010 response indicated agreement
with all of the recommendations made in the report.

Regarding the recommendations to the Governor of the Virgin Islands that proper control
be put in place to ensure compliance with rules and regulations for the establishment, receipt and
disbursements of donations, the response indicated that internal directives would be issued to
reminded employees of the requirements.

Regarding the recommendations to the Commissioner of Finance, to issue memorandums
concerning the policies and procedures for handling donations and matters affecting payroll, two
Finance Memorandums were issued on the subject matters.

Finally, regarding the recommendation to the Director of Personnel regarding policies
and procedures for the handling of employee compensation for work done outside of the
respective agencies, a memorandum will be issued by Personnel.

V. |. Inspector General’s Comments

Regarding the recommendations to the Governor of the Virgin Islands, we consider them
resolved, but not closed. In order for them to be considered closed, please provide a copy of the
internal memorandum concerning internal controls.

Regarding the recommendations to the Commissioner of Finance, we consider the
recommendations resolved and closed.

Finally, regarding the recommendations to the Director of Personnel, we consider the
recommendations resolved, but not closed. In order for the recommendations to be closed, please
provide a copy of the memorandum regarding outside employee compensation.

We have included a copy of the response to the report as Appendix | beginning on page
9. We have also included, as Appendix Il beginning on page 18, the additional information need
before the recommendations can be closed.

If you or your staff requires additional information, please call me at 774-6426.

Sincerely,

) o
/47;,Lr‘k Vs, .“’)m 3
- ASze/ven (/an verh%u t, CFE, CGFM
V. I. Inspector General

Appendices:



APPENDIX |
GOVERNOR OF THE VIRGIN ISLANDS’ RESPONSE

THE UNITED STATES VIRGIN ISLANDS

CFFICE OF THE GOVERNOR
GOVERNMENT HOUSE

Churlotte Amalie, V.I. 00802
3407740001

July 16, 2010

Mr. Steven van Beverhoudt
Inspector General

Ofhce of the Inspector General
2315 Kronprindsens Gade #75

St. Thomas, Virgin Islands 00802

RE: Response by the Government of the Virgin Islands to Draft Letter Audit Report,
Audit of Transactions of the Governor’s Special Events Fund for the calendar vears
2004 — 2006 (Report No. LR-01-11-10)

Dear Inspector General:

This letter acknowledges receipt of the above-referenced draft audit report. which was
transmitted with correspondence dated May 27, 2010, to the Office of the Governor. As always,
I am thankful for the work that the Office of the Inspector General {OIG) performs, as auditing
ensures that government agencies and departments are held accountable for the use of
government resources.

This audit, which covered the period 2004 10 2006, regarding transactions of the Special
Events Fund established in 1995, serves to highlight deficiencies that took place during that
periocd. It also provides a measuring stick for this Administration te continue to develop and
institute the appropriate and correct policies and plans for an efficient government. It is worth
noting that the account in question was closed in March of 2007 by my Administration.

The Office of Inspector General’s conclusion that the Special Events Fund checking
account was not officially established by the Department of Finance (DOF), and that it may have
been used for transactions other than those intended per its purported purpose, demonstrates the
need for adherence to the Virgin Islands Code, and rules and regulations with respect to the
procurement of professional services and government payvroll practices.
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Mr. Steven van Beverhoudt
July 16, 2010
Page 2

Accordingly, this draft audit report will facilitate compliance with policies and
procedures governing donations, payroll, and the procurement of services. Since the inception
of this Administration, the Office of the Governor has remained committed to developing the
necessary internal administrative controls over the Special Events Fund. Already, as indicated in
my response (Exhibit T) to the draft report, the Department of Finance has taken action to address
the handling of donations and payroll. Further, the Division of Personnel has also issued a policy
memorandum to departments and agencies about the procedures for compensation payments for
government services. My Administration will continue to be proactive in ensuring
accountability, and greater efficiency to service the people of the Virgin Islands.

Thank you for the opportunity afforded to the Office of the Governor to provide
comments to the OIG's draft audit report.

Sincerely,

-P

Joht P. d Jr.
sOvernor
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EXHIBIT 1

GOVERNMENT OF THE VIRGIN ISLANDS
Response to Draft Letter Audilt Report, Audit of Transactions of the Governor®s Special
Events Fund for the years 2004 to 2006 (LE-01-11-10, hay 27, 20000

The auwdit, which covered the period 2004 1o 2006, regarding transactions of the Special
Events Fund established in 1995, serves to highlight deficiencies that took place during that
period. [ also provides a measunng stick for this Administration o continue o develop and
institute the appropriate and correct policies and plans for an efficient governmentl.  The account
i gquestion was closed in Bdarch of 2007 by the current Administration.  The Offce of the
Governor remains commined to developing the necessary internal administrative controls over
the Special Events Fund; and swill continue to be proactive in ensuring accountability, and greater
efficiency in public services,

INTERMNAL CONTROIL.S

Recommendations — {fice or the Governor

i. Ensure that the Special Events Fund is established in compliance with Finance
policies and procedures.

2. Use Finance™s Donation Fund to account for donations made for special events.

£ Ensurc that all donations are managed and cxpended in accordance with
established rules and regulations within the confines of their intended purpose.

4. Ensure compliance with the procurement and contract rules of the Government.
5. Ensure compliance with the payroll and casual labor compensation rales of the
Government,

Government’s Hespomse — Office of the Governor

The Office of the Governor concurs that the funds for the period 2004 o 2006 were not
properly managed and further agrees that the recommendations of the Office of the Inspector
General will facilitate compliance with policies and procedures inherent to proper intemrmal
controls,

11
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The Office of the Governor will continue to ensure compliance with the policies and
procedures of the Department of Finance {DDOF) governing special events funds and donaticns,
and issue an internal memorandum as a reminder of the DOF s policy on this matter.

The Ofice of the Governor will continue o ensure compliance with the policies and
procedurcs of the Department of Property and Procurement (P&P) regarding comphance wath the
procurement  laws of the Government of the Wirgin [slands, and owill issue an intermal
memnorandum as a reminder of P&P s regquitements regarding procurement.

The Office of the Governor will continee o ensure compliance with the payroll and
compensation rules of the Department of Finance and the Division of Personnel; and issue an
intermal memorandum as a reminder concerning these requirements,

Due Date: July 30, 2000
Responsible Partyv(ices): Chief of Staft, Oftice of the Governor
Director of Business and Admimistration, Office ol the Governor

INTERNAL CONTROLS/EXPFEMNMTURES

Hecommendations — Department of Finance

1. Izsuc a memorandum to all SGovernment agencics concerning the palicies and
procedurcs for handling donation made (o the Governmaent.

2 lssue a memorandum o all Government agencies advising departments to scek
puidance from Finance for all issues concerning the handling of payvroll, including

paving employees that have begun working before receiving their Motices of
Personnel Action.

Government®s Response — Department of Finance

O June 20, 2000, the Department of Finance issued Finance Memorandum Mo, 027-
2010 Re: Unauthorized Opening and Operation of Funds and Bank Accounts (Actachment 10
This memo outlines the protocel for private donations and use of the Private Domations Fund.
O June 29, 2010, the Department of Financee 1ssucd Finance Memorandum Mo, 926-2010 He:
Guidance on Pre-MOP A [ssuance/Payroll Costs { Attachment [1). Thes memo addresses pasyroll
payments in light af the ERP Payrall Swsteme

Implementation Date: June 29, 2010
Responsible Party(ics) Commissioner ol Finance and Director of Treasury, DNOF

Cormmissioner ol Finance and Director of Payvrall, THHF

2
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EXPENIMTURES

Recommendations — Division of Personnel

1. Iszue a memoranduwm o all Government agencies concerning the policies and procedures
on the handling of compensation payments to Government employvees tor work done
outside of their respective emploviment agencies, “dual employiment.” AL a miminwm,
the memorandum should address the handlhing of payments for dual employment,
overfime, additional compensation, amd casual labor,

Crovernment*s Response — DNvision of Personnel
The LDivision of Personnel will issue a memorandum government-wide o clarify
handlimg  wvarious  forms of sovermment compensation, sech as overtime  pay, additional

compensation, and payments (o casual laborers.

Implementation Dates: Julw 30, 2000
Hesponsible Partv(ies) Direccror — Division of Personnel. DoOP
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GOVERNOR OF THE VIRGIN ISLANDS’ RESPONSE

COHFF L E DF (34} 7744750
THE COMMISSIONER Fax: (S48} 776-4028

GOVERNMENT OF
THE UNITED STATES YIRGIN ISLANDS

Mlailing Adoress:
2214 Kronprdndoons Sade
Charlatte Amalie, W1 00BCT

Eired Address:
6 Kronprindsens Cadz
Thharknete Amalbic, ¥1 40&0K2

DEPARTMENT OF FINANCE

Jume 26, WD

FINANCE MEMORANMDUNM MO, §27-2000

Tk DREFARTMENTS AND AGENCY HEADS

SPECTAL ATTENTION T
Fireciors, Businesss Administrative Services,
Fiscal Oicers and Federal Program CGfficers

g— )
FROM: »fs:f(‘ ;—‘//

Angel E. Dawson, Jr., Commissioner

Re: Unauwthorized opening aod operation of Fuods and Back Accoaois

Ao conlinue W ideotily and subseguently resclve internal conirel deliciencies throwghoul the
Gowernment of the Yiorgie [slands (G, the Department aof Finance (DGF) 15 instituling process
improvements Lo the furelions surronnding managemenl of funds and bank accounts. This
Finanee Memorandum outlines the effective prowocol to ke applied when private donations are
reseived,

Al monetary donations received by any depanment or agency of the Government of the ¥irgin
Islamdds become the propesty of the GVIE and, as such, shall ke deposited inlo bona Tide VI
Cicwvernment accnunls and spert acoording tn established povernment rules and regulations, or as
apecified by the donor.

The Virgin Islends CGovermment has a Private Dionations Fund {Toand 80307 that is maintained by
the Deparment of Fingncs (120K, in which donations o the Government andfor 4 parfoeular
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Finance Memorandwm No, 0272010
June 29, 2010
Page T of 1

Apency are deposited.  Omce the request for the creation of a specific account 15 made and
donations are deposited mto the Private Donations Fund, it becomes accessible to the recipicnt
agency, Withdrawals and subsequent deposgits are then reviewed and monitored by DOF 1o
cnsure complianee with rules regarding the expenditure of these funds.

Adherence 1o this policy is effective immediately, WITHOUT EXCEPTHON. Any usage of
unauthorized bank accounts without formal written approval of the Commissioner of Finance is
prohibited, The policy restricting the establishment of such accounts has been in effect since
April 2009, and remains in effect unless formally revised by DOF.

Flease freel free 1o contact Ms, Jane Leaws, Director of Financial Reporting & Program
Assurance, at 7r4-4750 Ext. 2113, if vou have any additional comments, questiong or concems.,

Thank you for vour time and consideration.

co: John P, delongh, Jr., Governor
Louis Penn, Sr. Chief of Staff
Valdamier O, Collens, Executive Assistamt Commissioner
Caralyn D). Thomas, Deputy Commissioner of Administration
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OFFICE FF 1340) TT4-4T50
THE COMAESSIONER Frnx: (34 TP6-4028
GOVERNMENT OF
THE UNITED STATES VIRGIN ISLANDS

Blailing Address:
2314 Kronprindiens Gade
Charlotte Amalie, Wl 00802

Seread Acldress:
T Kramprindsems Gade
Charloblie A malie, V1 GD&E02

DEPARTMENT OF FINANCE

June 29, 201 0%

FIMAMNCE MEMORAMNDINM MOL 026-20110

Tk DEPFARTMENTS AND AGENCY HEADS

SPECIAL ATTENTION TO:
Directors, Businessd Administrative Services,
Fiscal Officers and Federal Program Officers

FROM:
Angel E. Davson Jr. !
Commissioner
RE: Guidance on Pre-NOFPA Issuance/Payroll Costs

In an effort 1o maintain the imegrity of the payroll system, and o create consistency of the
Covernment of the Virgin [slands' operations, we are requiring that HEPayroll siaflf within
departments and apencies contact the DOF Payrol] Division penaining o personnel performing
on the job prior to receipt aof a fully executed MOPA. [ is inappropriate for payroll payments o
be made from any other sources, including petty cashimprest funds andfor special funds. Any
overtime or additional howrs for providing services to other departments/agencies must be
reflected in the ERP Payroll System.

All new hires must adhers 10 the following:

s Withour exception, no employes shall commence work without a fully executed NOPA,
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Finance Memorandam No. 026-2010
June 29,2010
Page 2 of 2

s All involuntary deductions (i.e.: Health Insurance, GERS and direct deposit) must be set
up in the ERP system, in conjunction with the department/agency and Division of
Personnel prior to the new hire reporting to their place of employment.

All payroli-related payments such as bonuses, stipends, and dual emplovments are to be
processed from the ERP Payroll Module. This enables the Depariment of Finance to provide
correct information for the employees annual W-2.

Please feel free to contact Ms. Grace Fahie, Director of Payroll, at 7744750 Ex1, 2252, if vou
have any additional comments, questions or concems.

Thank you for vour usual cooperation.

cc: John P. deJongh, Jr., Govemnor
Louis Penn, Sr. Chief of Staff
Valdamier O. Collens, Executive Assistant Commissioner
Carolyn D. Thomas, Deputy Commissioner of Administration
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APPENDIX II
ADDITIONAL INFORMATION NEEDED TO CLOSE
RECOMMENDATIONS

Recommendation Number
and Status Additional Information Needed

To the Governor of the Virgin Islands:

1. Resolved Please provide a copy of the internal
memorandum.

2. Resolved Same as Recommendation above.

3. Resolved Same as Recommendation above.

4. Resolved Same as Recommendation above.

5. Resolved Same as Recommendation above.

To the Commissioner of Finance:

1. Resolved No further action needed.
2. Resolved No further action needed.
To the Director of Personnel:

1. Resolved Please provide a copy of the Government-
wide memorandum.
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