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Payroll Changes Program



	Steps to be Performed
	Prepared by
	Workpaper Reference

	1
	Select a sample of pay rates to test in detail from the Employee Audit Report.  Document the sample selection.

For the list of pay rates to be tested provided to Payroll, sort by initials, then by date, and then alphabetically.


	
	

	2
	Trace the sample of pay rates to appropriate documentation that supports and authorizes the pay rate change, such as Notices of Personnel Action, approved Substitute Cards, or approved memos.


	
	

	3
	From the Board of Trustees minutes, select a judgmental sample of administrative employees including Payroll, Personnel, Business Services, Other Administrators, Principals, Associate Principals, and Assistant Principals who have been terminated.

In addition, select a random sample of professionals and paraprofessionals who have been terminated.

Document the sample selection.  Trace employees selected to payroll system to determine if their employment status is proper.

If sample selection is made from the agenda for the Board meeting, agree information to the approved Board Meeting Minutes.  Note if the Minutes are in draft form or in final approved form.  (If the Board Meeting Minutes from the previous payroll review were in draft form when completing this step at that time, verify that they have been approved.)


	
	

	4
	Test the payment for leave to those employees that retired.


	
	

	W-2 Testing (After January 31)
	
	

	5
	Determine the employees who have access to the payroll system.
	
	

	6
	Then determine the employees in the Payroll and Personnel Departments and other related departments who could have pay rates changed.  Document the sample selection.
	
	

	7
	For those people selected in Step 6, review their pay for the pertinent calendar year.  Compare the pay amount to their W-2 form, for gross pay, federally taxable salary, and withholding.


	
	

	

	Biweekly Pay Rate Approval Testing (After July 31)



	8
	Review ancillary employee Transmittal Sheets for proper approval of new pay rates at the beginning of the year.


	
	

	Summaries



	9
	Prepare the Summary of Testing.
	
	

	10
	Prepare Summary of Findings, if applicable.
	
	

	Conclusion

	11
	Prepare the General Memo.


	
	

	12
	Prepare a summary of the project results to be discussed with the Payroll Supervisor, the Assistant Superintendent for Financial Services, and the Associate Superintendent for Business Services.  Document discussions that occurred during the meeting.


	
	

	13
	Prepare audit report and obtain approval from the Associate Superintendent for Business Services.


	
	

	14
	Review computer files to determine which files are pertinent to this project.  Delete any unnecessary files and prepare the Diskette Contents List.
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