PENDING APPROVAL

OKLAHOMA COUNTY CLERK’S OFFICE
ORACLE REPORT REQUIREMENTS

Business Case

Standard policy for one time salary increases

Current business practice:
s  One time salary increases are reported
= Onthe Change Sheet form and the Purchase Order by some departments
»  QOnly on the Purchase Order by some departments
»  With standard pay for the department on a single Purchase Order from some departments

o One time salary increases are processed as 12% retirement eligible earnings

Problems created from the current practice: :
e One time salary increases presented on the Change Sheet form and the Purchase Order result in
updating the salary in Oracle creating the following issues:
= Potential for increased liability to the County where the calculation is dependent on “rate
of pay”, such as Annual Leave and Compensatory Pay
s A copy of the Change Sheet form is submitted to the County Clerk Benefits department
which is forwarded to vendor Administrators
e A salary increase is recorded in the month the one time salary increase is paid
o A decrease in salary is recorded in the following month
o Ifaclaim on life insurance or disability should occur when a one time salary
increase is in effect with the Administrator, payout is based on the increased
salary ‘
e One time salary increases presented only on the Purchase Order result in _overriding the salary in
Oracle creating the following issue:
® A weak audit trail in Oracle
s A lack of consistency in submitting one time salary increases to the Payroll department for processing
e One time salary increases are not easily identifiable when they are included with standard pay for the
department
o Lack of transparency to the public for one time salary increases
No written policy that one time salary increases are 12% retirement eligible earnings

Erin Spitzer, Office of Carolynn Caudill, County Clerk Pagel 12/15/2009
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OKLAHOMA COUNTY CLERK’S OFFICE
ORACLE REPORT REQUIREMENTS

Business Case

Consistency in policy for one time salary increases

Recommendations:
o Create a written policy to clarify if one time salary increases are
= recognized as a change in “rate of pay” for purposes of calculating payout for Annual
Leave/Compensatory Pay, eic
= recognized as a change in “rate of pay” for purposes of reporting change in salary to
vendor Administrators for life and disability insurance coverage
m  12% retirement eligible
e One time salary increases are on a separate Purchase Order for processing
o Create an carning element in Oracle for one time salary increases
o Benefits
= Transparency of the transaction for one time salary increases to the public
% Potential decrease in reported liability where calculations are dependent on “rate of pay”
= (Consistency in submitting information to Payroll for processing

s Potential lawsuit if “rate of pay” is disputed
s Compliance from departments

Issues/Questions:
Should the one time salary increase be reflected on the pay stub as the increased amount separate from the
standard pay or as a full amount increased from standard pay?

Signatures of vested parties:

Erin Spitzer, Office of Carclynn Candill, County Clerk Page 2 12/15/2009
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[ Oklahoma County Clerk’s Office Policies & Procedures

Subject: One Time Salary Adjustments Process Policy

Effective Date: 12-1-09

Depariment: Approved by:
Oklahoma County Clerk
Revised Date: Prepared by:
Payroll Supervisor
A “one time salary adjustment” is a non-permanent, single pay cycle
Purpose: change to an employee’s base salary, issued at the discretion of the

Elected Official or department Director.
The “One Time Salary Adjustments Process Policy” is written to establish

a standard process for County Departments to use 10 submit “one time

salary adjustments” to the Payroll office.

| References: | Title 19 O.S. Supp. 1996, § 180.65(A), Title 62 0.8. (2001) Section
304.1, "DA Opinion to Assessor Means — 7/ 14/1996 ", SA&T Form 2742

Policy: One time salary increases are submitted on a separate Purchase Order
from the Purchase Oxder for standard pay for the department

Procedure: 1. Use Oklahoma County Payroll Purchase Order
2. Fund, enter find number and name from which the pay is to be
expensed

3. Account, enter account number and name from which the pay is to
be expensed

4. Year:FY, enter the current fiscal year

5. Affidavit section at the top of the form, enter department name

6. Affidavit section at the top of the form, enter the starting day and
ending day of the pay period

7. Column labeled Employee Name, enter full name of employee to
receive one time salary increase, Last Name, First Name, Tnitial

8. Tf more than one employee, please list in alphabetical order by last
name

9. Column labeled Rate of Pay, enter current rate of pay before
adding the one time salary increase

10. Column labeled Amount Allowed, enter the amount of pay for the

Page 1 of 2, Payroll Processes
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Procedures
Continned

11.
12.
13.
14.
15.
16.

17.

18.

19.

20.

21,

22.

payroll period

Cell Phone Stipend, leave blank

Mileage Allowance, leave blank

Position Title, enter employee’s fitle

Notes, enter One Time Salary Increase

Grand Total, enter sum of payments for all employees receiving a
one time pay lncrease

Affidavit section at the bottom of the form (depose and say that 1
am), enter the department name

Affidavit section at the bottom of the form (amount approved by
me for), enter the sum of payments for all employees receiving a
one time pay increase

Affidavii section at the bottom of the form (payable to), enter the
count for all employees receiving a one time pay increase
Signature Line, Elected Official or Director’s signature
Complete Purchase Order second page, enter month and year for
period being paid and department name

NO Salary Change form is required

Submit completed Purchase Order and Purchase Order second
page to the County Clerk Payroll department by 15% of the month

Page 2 of 2, Payroll Processes
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220 ROBERT 2. KERR AYE. SUTE &35
DRLARGMA CITY, DKLAHOMA 73152
{485} 7131500
FAX, {4605) 23515857

C. WESLEY LANE |
DETRICT ATIGRNEY

JOHN M. JACOBSEN |
FIRGT ASSSTANT DISTRICT ATTORNEY

Angust 9, 2005

Brent Rirshart, Chmmissionsr
Oklahome Comnty District Two

RE: Assessor’s salary adjustment o ks employees

Dear Commissioner Ringhart:

This office considers the matter conceming AAssessor Leonard Sullivan’s salary

adjustients o his employees in the month of June, 2005 as Being legal and entirely
within his discretion 55 an slected official. Noelected county. official should intecfere
with anether official’s decistort to raise or lower the salaries of his or her employees as
lpng as the adjustment does not exceed the hudget appioved for the gperation of that

offisial’s office. This is consistent with a 1996 legal opinion render by this office ina
matter dlmost exactly similar to this present igsue: (See attached District Atforney’s
Opinion, Jaly 14, 1996}

IVt

vom this office had refbrence fo stanitory 90% and 80%
the adjustment by Assessor Means in 1996 was legal

- Gullivan in June, 2003 was legal.

cor All Flected Oklzhoma County Officials
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. RAY Cogton
RETEI TS CRINEOR BAASN

COWENEY LANEY

25 LR OFFICEEUILEIG . ‘
CHLAIOIA T, CRAKCAAA 7ai0E _ ROBERT H. MACY RO L ML
(A0S 275403 ik ROBERTL MHCHEL

S CUSTRICT AFFORENEY SHECISROESIE, LRSCH

FAX (808) 235 SATHICK 1, MORBAR
FIRST AGSISTANT DEERICT ATIGRNEY

July 14, 1996 A
Mike Haans

skishomn County ASsessor
420 Repert 5. Kerr #1333
okishoma iy, OK 73102

Déar By, Heansi

This letter ig in response ko your regusst for 2 written
opinion regarding the legaiity of giving ene tims salary
adjustnents to county employees. :

The stabutes regulating coumby offiosrs' salaries are
fomnd =t 18, 0.5, Supp. 1996, §§ 180.58 sk ced. The salardss
of county sheriffs, lreasurens, clerks, asseRsors,
antorcenent offiners, superintendents; commissioneyrs ang
conrt oheris are conpited pursusnt to a fFormpla which
ipoindes a bgse salary plus an increase based on
dgervies—ability® {the met. valvation ef all taxable properiy
of the county]} and fiaaryice-loadt (the population of the
comby), pErsuent to 18 €.5. Supp- 1996, §§ 1BE.58; 1BD.62

the salaries DE othexr slegtive county officers are fixed
by the board of county ComNiSSIORElE, pursuant ig O.85. Supb.
1996, § 18D.62(B}. ' "

. The salaries of assistants, depubies oxr other smployees
o® the oounity sherlff, Lreasurer, vierk, assegsor, couxt
glerk anpt meumbérs eof the board of county commissioners aze
governed by 19 0.8, 5upp 1886, § 1BD.65. Sectism 18D.65(3)
of Title 15 reads in perkinent party -

sthe pfficsrs paped in paragraph 1 of Seckion 180,81 of
¥his title shall have such number af regdlar tschnical
deputies, assisbtapls...or other help, whatever tifie the
principle pEfider may asoribe to the Suties or Tunctioys
¥o be performed...al such T3Ees of sulazy or DAY
sulject to the provisions of EHEiz Secrisn a haﬁ:‘éi"gaf_heﬁ:

s&¥. forth, ms the principal officer may propose and
egtahlish #he need of .« femphasis added). ‘
75 O.5. Supp. 1996 § 1BD.G65{A}.
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section 180.65(C) of Fitle 1§ reads in pertinent part:

The First or chief deputy or assispant o any offiper,
as mupthorized by subsection B of this seection, shall
receive a salary not to excesd ninety percént {20%) of
the principal efficer. L '

15 o,5. Supp. 1886 § 180.65(0):

Section 180.65(D) reads in pertinsnt pari:

RNo other @sputy aide, assistant or ofher perscn Hemed in
subsection A of this sootlon may be paid at ‘a salary
rake iu extess of eighty percent (806%) of the salary of
the principal offiver; =ma, subject to sald dimitsbion,
the salzry or rate of pay of s ioh subordipate shall be
determined by the principal officer, and the county
cwmase board basail upon ths responsiblidby, risks,
skills, training, ond experisnce reguired fex such
position and affordsd iy Ehe subardinate.

i9 0.8. Supp. 1888 § 1BU.85(D}.

dection 180.65(E) reads in pertinent pare:

Tha satary paid to such deputles, assistants, oz pther
pelstna Snall riok excced mninsty {80} or a’ig*f_gty {80}
percent, respeotiyaly, =f the “£otal sa¥ary pid to sush
principal officers. - o v : '
i 0.5, Soph. 1996 § 180.65{E}.

Ih 6 OKT.OP.A.&, 31, the dttornty General opined thak
the phrpose of 18 f.5. SupD. 1994, 5§ :80.3B st ced. i i
estzblish a uniform comprohensive system of coppensation fox
connty efficials and ewployses.!! Furthermore, Fhe stahitory
frageyork of 19 0.5. Supp. § 1BD.58 el.sed. impiies and 1%
0.8, Bupp. § 180,67 explicitly states That it Is the
fegisiature's intent EBat 18 0.8. Supp. 3 180.58 et s,
szpursé EHat counties pomply with the compedisation soliediile
set Torth in 19 0.8. Supp. 1998 § 180:55 st zeg. &

OKIr, OF+ A, G, 31e T

Zogording To 6 OXLWOBA.G: 31, respensible efficialsg
have the discreiion o establisl the appropriate level of
compensation fox Individual county officinis and smployees.
Forihermore, as long as the compehsation is deewsd an element
of salary and dees nob eroeed the amoupt avthorized by law,
the compensation of such employees may be sstablizhed in &
manner whink takes zccount of all factons which ars ‘
ponsidered pertipent,

Phe cxedins} #nle EoT constriigtion of statdtes is to
ascerbain the intention of the Legigltature
oF stabitory language. Walker V. Sk Toul
By. Co.. 672 Prad 872 (OKL. 1983}.

"



PENDING APPROVAL

B pal officer in determ
pogpansatlon of its oEfioe.

Nopetheléss, the principal officer misst operates within
the nineby (S0} or eighty (80) peroent iimitation as wandated
in tHe stabotes. Thus, the one time pay adjastment ox
ewarding of boouses may Dt sxoeed the 1imitation.

Bincaraly,

LS :-:__,-',b,-\-.dﬂfa'-'ﬂm%
aletia Tlmmons
Repiztant Dishtrict Attorney
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S, A. &1 2742 (2000) PAY ROLL CLAIM

Oxiahome,

To the Governing Board of, Connty, Okizboma.

By Affidavil under path, the Pay Roll of REGLIAR PERSONNEL of. -
TName al Dop, Offe, Sie-Oifice, Swion. #i.}

ig hereby cerified to you for yonr consideration, povering the REGULAR pay-period fix=d and established, of. beginning. R
TEime Feviad feed)
ond ending. , 55 Jollows, owit
== . N Wt ALLOWEANCE EY ACTION DF GOVERNING BOART
i of Wark .
Rateal Gross Desiuctions ot Sigpature of Emploges
Piod Clnimed Ampent et {7 N or No. if yeguired By Goveming
Address I L Thaw Py oue Bimwed | T | gakh §| Rewm tes, || sovingx 3 o, Board
Full Payrofl fepot Tea Taz arromt ,
STATE OF BKLAHOMA, County of = AFFIDAVIT
1. the wndsrsigood, b Bal, deposs sad ssy that fom i aL. . —
el TwE) {Bspammeal o AZEREY) TWiotacipal SbBIVERIGD}

1ttt of Oiloborma, 5ad T o botharizsd 10 xzcute this AEAdsvi by vinue of 62,01 SLAGS. § 304.1; hat the peivans whese pomes sz lned o

etpeonive mistas 1 the deparument o) | o Un Coarge of ths the pACium=nl or rpleyamew; af sxe foid prrsant bas bewlolore peea confimat by

e bn Comacs that ol o] £l prstas pessenally prelommed vogey ing e nupervisip the seivices 5 § wiirh sompesiatian s eluimed,
Rammar dmpee ot ay the foregolug p 7oll 16 Enarrel. ot o sevarol amounts elaimsd brs cor7ees Jusl, Sut ko urpaid B Ut (he SETEgels ATHREE approved &y me. for paymen i

Proynble

b withino)ding of 1py 1akes, o7 other dednzrions prevesfbed by bow. (Insert warde, ot Rgures)

‘The ppprovisg elficer funher centlies that bie bar takes apd #ifed die ooth or Bffmstion reguired by 5E OkL5rAon B 36.3-36.6, obd wald spproviog pifies piso eeril
appsors o 5ol payroll ns nolTied blm i wriing st be has akza nd Fled soid poth or pifirmation.

& sbove pey roll bels the poshilons of etploymea set forth afiar their
‘e Govirming Board mné fled or enssred of oot by vimme of mstine,

peoxony, which said umown is subjecl 1o

et evary othes alficer or emplisyss whose 1ams

SubreeThid and s 10 Baferz me this sy

Nome ol heod of Deparimant, Difess, Sub-Oice, inAuson or§=hool

ol.

My Comminsios Expires,

Noiory Publit ar Municipsl Clzrk

PAY-ROLL CLAIM No,

51
{Fams o Munzpaiiey}
For
TFame o Deprmmen, OIice, Sab-OIice, oic.)
By.
TFemon in Couze
T
Filed
ACTION BY THE GOVERNING BOARD
Censidered on, N
and allowed for____ — Person
Word, 5o/ Bgares)
Total Cleimed oo v ce e |-
Amount Disallowed oo oo | S
Totals Allowed. and Chirged to:
Aett. Tl of "
MNa. hecoum
Klinwed Traal
3
4nd Credit:

Warrants kesned _L .. -—
Federal Tex 5
Btate Tax 3
0.AS8L -« - &
Retirement oo - £
Incurance £ Towl Cr.

Savings 5 ————
Separats Encumbranee for FNAR
pbiigation of Mumicipahry
Charge Appr'n Acct and Credit Reserve
ppra Arvount Ko, | Remre Actl Mo, | amoual |

[ i

At ¢ Lowlul fzsifog of the Goveming Bourd

oo
5Y ORDER OF THE BOARD:

' — Chairman
T omirmen, £o, Commiskoner, 30w1 Baard, o2 Mayar, sic.)

Member
Member

NOTE
AT Cousty Tlaism: must b sipned by 2l fam two members of te Bourd
{150 St-Ann. F410E)

o
vy ppipament of sulury musl be by Reparae insimmanl.
(Sen 62 DXESLADD, §E204.) and 504.2}
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OSCN Found Document:Payment of Regular Persennel - Payroll Statements and Affidavi... Page 1 of 2

SCNTHE OKLAHOMA STATE COURTS NE

B I g
X TWORK
Home. |Courls [Court Dockets [Legal Research [Calendar ___Help _
Top OF Index: [This Pomit in Index [Citationize [Next S
Title 62. Public Finance

&0klahoma Statutes Citationized
&ATitle 62. Public Finance
ZAChapter 2 - Provisions Applicable to Subdivisions of the State

Elsection 304.1 - Payment of Regular Personnel - Payroil Statements and Affidavits - Authorization
for Payment of Certain Taxes and Invoices
Citeas: 0.5.§, _ __

A. The regular personnel of any agency of any county, city, town, school district or hoard of education may be
certified to the governing board thereof for payment by a payroil purchase order in the manner herein provided.
For the purpose of this section, regular personnel is hereby defined as those persons whose appointment or
empioyment or election, whether on full or part-time basis, together with the rate of pay unless the same be fixed
by law, has been confirmed or otherwise fixed by the governing board, in each instance, and entered in its journal
of proceedings or by separate contract of employment properly authenticated and filed of record; provided, for
school districts only, reguiar personnel may be defined as including persons who are employed on a temporary or
occasicnal basis.

B. For each pay period, the duly slected or appointed head of any depariment, office, suboffice, district, station or
schoo!l may execuie, on behalf of himself and his subordinates, a payroll statement, itemizing in detail the names
_of such persons, nature of employment or service, rate of pay each, hours worked, and daies of service within the

payroil period if less than a full payroli period. This statement shall be verified by affidavit as to:

4. Subordinate relationship of all persons named, other than himself, to the affiant;
2. Record of employment or confract relationship of all persons named; and
3. Services performed under direct supervision.

The form of affidavit shali be prepared by the State Auditor and Inspector, and shall provide for entry
therein by words, and figures, as fo the number of persens certified fo in such payroll statement and
affidavit.

The statement and affidavit shall be deemed to include the approval of departmental head and
receipt acknowledging services of subordinate where such is required by law; and no further
statements for that purpose shall be required. The subordinate employees named therein shall net
be required to sign the payroll statement and affidavit unless the governing board, Ly official order,
s0 requires, in which event, each may sign opposite his own nama. Affidavit to any payro!l statement
may be verified by any officer authorized to take acknowledgments, or by the clerk of the county,

city, town, school district or board of education, as the case may be.

C. The payroll statement and aifidavit shall be forwarded to the clerk of the county, city, town, school district or
board of egucation, and shall bacome a permanent part of the financial records of the agency. The total payroll
amounts from the payroll statement and affidavit, and the amounts charged to each appropriation and fund of the
agency, shall be listed or estimated on the payroll purchase order for consideration and payment by the govemning
hoard. The amount to be paid pursuant to 2 payroll purchase order may be encumbered as of the date the
purchase order is considered by the governing board for payment or as of the date payroll payments are made.

D. The encumbering officer or clerk of a municipality, county or schocl may authorize payment of the following
taxes and invoices as they become due without a purchase order or further approval of the governing board:

e ae e T TTY =R R0 ] 12/15/2009
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OSCN Found Document:Payment of Regular Personnel - Payroll Statements and Affidavi... Page2of2

1. Taxes, inciuding, but not imited to, withholding, social security or unemployment compensation
faxes;

2. Retirement or pension fund paymenis or contributions which are payable pursuant to a resofution,
ordinance, contract or other appropriate agreement which has been approved by the governing
board; and

3. Paymenis for insurance or related coverages; including, but not limited to, accident, health or life,
workers' compensation, or any other property, vehicle, marine, surety, Habilify or casuaitly
coverages, which are payable under a valid contract, poliey or other appropriate agreement which
has been approved by the governing board.

Historical Data

Amended by Laws 1990, c. 221, § 1, operative July 1, 1890.
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Titie 70. Schools .
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OSCN Found Document:Deputies and Other Help Page 1 0f2

_ f SC N‘:T'HE SKLAROMA STATE Cou

Home [Couris [Court Dockets [Legal Research [Calendar: .|
Pieyious Section [Top Of index T

This Prant m dex |Citationize [Hext Section Print Only |
Title 19. Counties and County Officers

230klahoma Statutes Citationized
&Title 19. Counties and County Officers
FChapter 6A - Salaries and Compensation

B gection 180.65 - Deputies and Other Help
Citeas: 0.5.§, __ _.

A The officers named in paragraph 1 of Section 180.61 of this title shalh have such number of regular or technical
deputies, assistants, investigators, evidence persons, aides, stenographers or reporters, fechnicians,
undersheriffs, jailers, mairons, handwriting and fingerprint experts, probation officers, juvenile officers, bailiffs, or
othar help, whatever fitle the principai officer may ascribe to the duties or functions to be performed as authorized
by law and clearly refated to the proper accomplishment of lawful functions, whether on whole or part-time basis,
ot such rates of salary or pay, subject to the provisions of this section as nereinafter set forth, as the principal
officer may propose and establish the need of and which the county excise board may approve, for the adequats
accomplishment of the functions of the office and the performance of the duties imposed therson by law, with due
weight being given to employment on whole or pari-time basis. However, no such employmenis shall exceed the
amount of lawful funds appropriated for such purpose.

B. Each principal officer named in paragraph 1 of Section 480.51 of this title, except judges, shall designate of
racord in the office of the county clerk a first or chief deputy or assistant who shali be chargeable with all the
duties of such principal officer, while stbject fo the direction of the same. The first or chief deputy or assistant
shall carry on the duties of the office during the absence of the principal officer or, in the event of the death,
removal or resignation of said principat officer, until a successor shall have gualified. During periods of vacancy of
the principal office, resulting from tha death, removal or resignation of the principai officer, the chief deputy or
assistant shall be honded in the same manner and in the same sum as required for the principal officer.

C. No deputy shall raceive a salary in excess of the principal officer. The salaries set forth in this subsection within
the limitations shall be such amounts as the principal officer may propose and establish the need for and which
the county excise board may appiove within salary and staffing requirements as may be prescribed by law. The
numarical rank of any deputy or assistant fo be sffactive must be by designation of the principal officer by the
signature of the principal officer and filed with the county cterk. The numerical rank of any deputy or assistant shall
he within the sole discretion of the principal officer.

D. The board of county commissicners shall continue to have the authority to recommend the total amount of
funds that can be used for the combined salaries in each of the county offices covered by this act. However, the
approval of the funding for such offices shall continue to be the respensibility of the county excise board. County
officers shall have no authority to make salary commitments beyond the amount of the funding so provided.

E£. The county excise board shall mest with each of the principal officers of the county in budget planning
conference or conferences, before July 1 of each year, tp discuss personne! needs for each office for the
succeeding fiscal year. The excise board shail provide the principal ofiicers a tentative estimate of anticipated
revenues for the next fiscal year prior to the budget planning conferences.

Historfcal Dala

Added by Laws 1958, SB 22, p. 98, § 8; Amended by Laws 1961, SB 270, p. 214, § 1, emerg. eff. Juns 29, 1961;
Amended by Laws 1961, HB 679, p. 215, § 1, emerg. eff. July 31, 1961; Amended by Laws 1976, SB 753, ©. 292,

. . L Pt TNy 19/15/200G
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§ 2, emerg. &ff. June 17, 1976; Amended by Laws 1977, HB 1048, c. 7, § 1, emerg. eff. February 25, 1977,
Amended by Laws 1879, SB 148, c. 28, § 1, emerg. eff. April 3, 1879; Amended by Laws 1881, SB 14, C. 72, § 3,
eff. October 1, 1981; Amended by Laws 1083, HB 1744, C. 239, § 11, emerg. eff. July 1, 1993; Amended by Laws
1097, SB 673, c. 283, § 2, emerg. &ff. May 27, 1897 (superseded document available); Amended by Laws 1898,
SB 1245, c. 195, § 3, eff. November 1, 1988 (superseded document available ); Amended by Laws 2005, 8B 36,
c. 117, § 1, emerg. eff. July 1, 2005 {superseded documeani available ).
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