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Objective

To safeguard assets and ensure that policies and procedures are being followed.
To provide management and all employees guidelines of good business practices and controls to assist them in fulfilling their fiduciary duty to the organization.  The periodic self-audit is a tool to help management and/or employees fulfill this fiduciary duty.

Note:  These self-audit guidelines may not be inclusive of all risks.  Sound management judgment should be used to determine which additional controls should be incorporated within the self-audit.

Procedures

Ensure that NSU’s payroll processing policies, procedures, guidelines, and/or practices used by the Center/staff are in writing and available for use. 
Ensure that staff is familiar with written policies and procedures and that policies and procedures are being followed.

NOTE:  As of 2/28/2007, new policies and procedures are currently available in the Finance Operations website listed below. 

· NSU Financial Operations Policies and Procedures Manual

http://www.nova.edu/cwis/fop/forms/policies.doc
NOTE:  “SharkTime”, the new electronic timekeeping system, may change some of the processes below.  Procedures, tutorials, and training schedules can be found at the following NSU website:
http://www.nova.edu/cwis/fop/payroll/nsuetime/
Daily/Weekly/Bi-Weekly/Monthly Processes and Reports

Time data should be captured and input in a timely manner.  This includes timely preparation of forms and timely submission for data entry.  (Examples:  Time Sheet, Leave & Absence Report, Termination Notices, etc.)

After approval, forms should be placed directly in the mail, or entered into Banner (EPAF), not handed back to the employee.  This helps prevent changes after approval.  (A preventative control.)

· It may be helpful to make and retain a copy of the form for departmental records, prior to forwarding.  The originating department’s copy can be compared to subsequent reports, to ensure accurate processing.

Review payroll reports to ensure all listed employees exist, and are actively at work.  (A detective control.)

Review payroll reports for “Gross Pay” (dollars) for accuracy to ensure errors in pay rates have not occurred.  This review is especially important after new pay rates may have come into effect, but should not be limited to these times.

· Note:  For “Gross Pay” recorded in the most recent pay period, and “Fund/Org/Account” charged, the Labor Distribution can be used for this purpose.  This report is prepared by the Payroll department, and distributed every two weeks.

Review payroll reports for “Hours Paid” (hours) and “Time Off” (hours), for accuracy to ensure timely processing and ensure errors have not occurred.

· Note:  For “Time Off” hours recorded in the most recent pay period, and “Balance of Leave”, the Leave Report (Bi-Weekly Vacation Availability / Usage Report) can be used for this purpose.  This report is prepared by the Office of Human Resources and distributed every two weeks.

· EXAMPLE:  The departmental copies of the Leave & Absence Report form can be compared to the Leave Report (Bi-Weekly Vacation Availability / Usage Report), to ensure that time off has been properly recorded within the Banner system.  Due to timing differences, some time off forms may not be reflected in the Banner system reports until the next pay period.  One method of verification is for departments to maintain a pending file of approved/submitted Leave & Absence Report forms, which are retained until verified as being reflected on the Banner system reports.  The departmental copies of the forms can then be filed.

Review payroll reports for “Balance of Leave” (hours) to help anticipate and coordinate time off for staff.

Review payroll reports for “Fund/Org/Account” charged, for accuracy of charge location.

Review budget reports for payroll, for accuracy of payroll dollars that impact the budget.  This review should also be use as an analytical tool, to ensure dollars spent and projected, will be within budget constraints.

Other reviews may need to be performed, such as when Contracts or Grants are involved.

Summary of Payroll Reports and How to Use Them

Leave Report
=> reconcile to Leave and Absent Report Forms, to ensure time was deducted



=> check for pending time off, to plan for vacations

Labor Distribution Report



=> ensure no inappropriate changes in pay rates, proper allocation

Overload Report – Overloads Paid To Your Employee (By Another Center)



=> ensure the reasonableness of the volume of overloads being performed,

and be aware if overloads impact normal work performance and commitments

Overload Report – Overloads by Paying Center/Org


=> reconcile to what was prepared/submitted, in part for accuracy


=> ensure all payments were appropriate (no incorrect payments)

Adjunct Payment Report


=> reconcile to what was prepared/submitted, in part for accuracy


=> ensure all payments were appropriate (no incorrect payments)

Budget

=> only expected and approved charges hit budget

NOTE:  Options on how the above reviews are performed exist.  Management judgment should be used to ensure that errors will be identified in the ordinary course of business.

· 100% Review:  100% review and 100% reconciliation includes review of each line item and each document with a reconciliation of each to the Payroll Reports.  This can offer the highest level of detective control.

· Sample Review:  On a sample basis (statistical or non-statistical) chose some items for reconciliation (forms to Payroll Reports).  This offers less assurance than a 100% review, but may be more cost-effective if a large population exists.

· Reasonableness:  This review is performed for obvious errors.  This is best suited for amounts that typically remain the same (such as gross pay dollars for a standard bi-weekly period).  This review offers the least amount of assurance, but can be sufficient for some management reviews.

Distribution of Checks

Checks received by departments should be obtained and distributed by someone other than those able to create/hire employees.

If the above is not possible or desired, periodically (example: quarterly), someone in a higher level of management (above management who receives the bi-weekly payroll reports) should review the list of employees to ensure all employees exist and are actively at work.

· Note: The review of payroll reports by higher-level management is recommended for all locations periodically, irrespective of who distributes checks.

Unclaimed Checks

Unclaimed checks should be returned to Payroll immediately.  A phone call to Payroll should be made to notify them of the pending receipt of the check, so that if not received, they can follow up with the location sending the check back.

Record and Documentation Storage and Retention

Records and reports should be properly secured and stored given the confidential nature of some information, and therefore made inaccessible to unauthorized staff.

Data Access

Data access, including the Banner system, should be appropriate for the users’ level of need to access data.

Corrections to Written Entries on NSU Forms

Corrections to written entries on NSU Forms are to be done by:

(1) Placing a single line through the incorrect information;

(2) Placing the correct information on the Form; and,

(3) The correction initialed, at a minimum by the highest level of management signing the Form.

(NOTE: "White-out" is not to be used to make corrections.  If “white-out” was to be used, it is not possible to determine if the “white-out” was used before or after approval.  Even if management initials the “white-out” area, the potential exists that “white-out” could be used again to change a document after management approval.  Therefore, the use of white-out is not acceptable under any circumstance.)

NOTE:  Some departments may allow corrections via a method that does not include use of an NSU Form.  The above requirements may not apply to these other methods, if management’s written signature is not part of the alternate method of authorizing corrections.

Inappropriate Transactions

Departmental management is responsible for contacting Internal Auditing if inappropriate payroll transactions are suspected within their department.
Business Process Improvements (BPI)

Consider creating a user group, steering group or other type of management group that meets regularly to discuss and identify problems, consider process improvements, and verify compliance with NSU requirements.

Questions or Comments

Questions or comments on these self-audit guidelines can be addressed to audit@nsu.nova.edu
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