	Payroll Stipends – Audit Program

	Step
	Procedure
	Date
	By
	File Index

	I.
	Information Gathering
	
	
	

	a.
	Review all CISD Board policies related to stipends 
	
	
	

	b.
	Obtain a list of Authorized Stipends, Org codes, PR Information, Stipend descriptions
	
	
	

	c.
	Obtain a list of discretionary stipends issued by Principals & Department Heads 
	
	
	

	d.
	Obtain a report of who receives all stipends & how long they have been receiving them  
	
	
	

	e.
	Review job descriptions for a sample of employees who receive stipends
	
	
	

	f.
	Examine salaries paid to employees who receive stipends
	
	
	

	g.
	Review list of employees who receive more than one stipend
	
	
	

	h.
	Review list of supplemental pay/overtime paid to employees receiving stipends
	
	
	

	i.
	Obtain lists of authorized stipends from other local school districts of similar size to CISD
	
	
	

	j.
	Inquire how authorized stipend payments are submitted to PR
	
	
	

	k.
	Inquire how authorized stipend payments are handled in PR & paid to employees
	
	
	

	l.
	Inquire how discretionary stipends are approved, submitted to PR, handled in PR & paid to employees  
	
	
	

	m.
	Document possible fraud risks to be aware of in a Stipend audit.
	
	
	

	n.
	Obtain information on stipends paid to paraprofessionals.
	
	
	

	
	
	
	
	

	II.
	Testing
	
	
	

	a.
	Examine Personnel files of employees receiving stipends
1.  Is there proof of higher education, special   certifications, special skills for which they are receiving a stipend?
	
	
	

	b.
	Contact HR to obtain a list of employees who should be receiving stipends and the description for each one 
	
	
	

	c.
	If stipend list requires extra days, examine time sheets to verify that employee is working those days and not taking them as off-duty days 
	
	
	

	d.
	Select a sample of campuses (see e-mails @ WHODUZIT)
1. Call and ask who actually handles the positions for which stipends are paid
2. Verify that employees receiving stipends are actually the employees who handle the positions
	
	
	

	e.
	Contact all departments who pay employee stipends
1. Ask who handles the tasks for which stipends are paid
2. Examine job descriptions to learn if these tasks are included in the employee’s regular duties
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	f.
	Compare stipends offered at peer districts to those offered by CISD
1. Compare base pay and job descriptions for those positions

2. Compare stipend amounts 
	
	
	

	g.
	Test employees who received stipends in the prior year and are no longer receiving stipends in the subsequent year.
	
	
	

	h.
	Test employees who have left the district or their school.  Make sure they are not still receiving stipends.
	
	
	

	i.
	Test stipends for Master Teachers
	
	
	

	j.
	Evaluate Mileage Stipends
	
	
	

	k.
	Test stipends to employees who changed positions.  
	
	
	

	l.
	Test stipends to employees on extended sick leave
	
	
	

	m.
	Test stipends to substitutes
	
	
	

	
	
	
	
	

	III.
	Conclusions
	
	
	

	a.
	 How do CISD stipend policies/amounts compare to peer districts?
	
	
	

	b.
	Are CISD stipend policies being followed in schools & departments?  
	
	
	

	c.
	Is there a better method to compensate employees for handling these tasks?  
	
	
	

	d.
	Are stipend descriptions/responsibilities documented?  
	
	
	

	
	
	
	
	

	IV.
	Report
	
	
	

	a.
	Prepare findings and recommendations as a result of audit testing.
	
	
	

	b.
	Prepare a draft audit report
	
	
	

	c.
	Send draft audit report and Implementation Schedule to auditees
	
	
	

	d.
	Prepare final audit report 
	
	
	

	e.
	Issue final audit report for Audit Committee, Superintendent and auditees.  Attach supporting documentation and Implementation Schedule.
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