H NORTHERN ARIZONA UNIVERSITY

PAYROLL CONTROLS SELF ASSESSMENT

Payroll, consisting of employee salaries, wages and related expenses, generally comprises a material portion
of a university’s expenditures. Employees expect and should receive prompt and accurate payment of salaries
and wages. Internal control should be established for the payroll cycle which assures an adequate segregation
of duties, proper authorization of transactions, and accurate and timely recording of expenditures.

The following list of questions is designed to help you assess the state of your departmental payroll control
procedures and practices. This list is not comprehensive but hits major compliance points of the payroll
policies and controls. The classification and compensation policy can be found in the Personnel Policy Manual
in Section Two on the NAU Human Resources’ website. The optimal answer to each of the questions below is
“Yes”.

If you find any “no” responses, now is the time to make a few changes. It may be easier than you think! If
you need help working through process improvements and thinking through alternatives, please feel free to
contact the Payroll Office, review the Payroll section of the Human Resources website or contact the Financial
Controls office.

Response

GENERAL PAYROLL

1. Are policies and procedures relevant to the payroll cycle current and in writing?

2.  Arethese policies and procedures clearly stated and systematically communicated?

3.  Arel-9s completed for all new employees no later than the end of the third day after they
have started to work?

4. Do all supervisors know which of their employees are exempt and which are non-exempt,
according to the provisions of the Fair Labor Standards Act?

NOTE: Exempt employees are not eligible for overtime compensation or compensatory time when they work
more than their scheduled hours and are not required to turn in a completed timesheet each pay period. Non-
exempt employees are required to be compensated with either overtime or compensatory time when they work
more than their scheduled hours and must turn in a completed and signed timesheet each pay period.

RECORD OF ABSENCE (ROA)

5.  Are Record of Absence (ROA) forms used to record and document approval of all absences
of benefit-eligible employees, with and without pay, in the pay period the absence occurs?
This includes vacation, sick, compensatory time, NAU business, jury duty, bereavement,
FMLA, personal leave, etc.

6. Are ROAs signed by both the employee and supervisor?


http://hr.nau.edu/m/images/stories/docs/policy_manual.pdf
http://www.nau.edu/hr
http://hr.nau.edu/apps/contact/
http://hr.nau.edu/m/content/view/16/35/
http://www4.nau.edu/comptr/financialcontrols.html
http://www4.nau.edu/comptr/financialcontrols.html
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Response

TIMESHEETS

7. Do all non-exempt, salaried employees prepare and sign a timesheet each pay period and
submit it to their supervisor for approval?

8.  Are all hourly employees, including student workers, required to either enter their time into
the online timesheet application or onto a paper timesheet that is signed by both the

employee and the employee’s supervisor?

9. Does the appropriate supervisor approve each hourly timesheet, either electronically or
with signature on the paper timesheet?

OVERTIME/COMPENSATORY TIME
10. Do timesheets for non-exempt, salaried employees include a record of compensatory time
earned, compensatory time taken, overtime (time and a half, or straight time) earned, and

other hours worked (regular, standby, call back, etc.)?

11. Is the overtime worked and/or the compensatory time earned approved in advance by the
supervisor?

12. Is compensatory time generally used within the same month it is earned?

13. Are compensatory time balances kept below 120 hours for eligible employees?
DATA ENTRY

14. Are all ROAs and timesheets entered into the payroll system each pay period?

15. Is there a backup person designated to enter ROAs and timesheets into the payroll system
in the event that the primary responsible person is not available?

RECORDS

16. Are reports that are generated when ROA’s and timesheets are recorded in the payroll
system printed, reviewed, and retained?

17. Does someone besides the leave reporter have access to the leave reporter’s leave records?
18. Are all paper timesheets (including salaried non-exempt, student, and other hourly

employees) retained by the department for a minimum of three fiscal years and available to
auditors?
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Response

19. Are all ROA’s retained in the department for a minimum of three fiscal years and available
to auditors?

20. Does the department review payroll expense reports each pay period?

21. Does the department reconcile payroll expenses to budgeted amounts regularly?

TERMINATION

22. When an employee no longer works for the department, are the termination documents
completed and transmitted to Human Resources in a timely manner so that their pay is
correct?

23. When a leave reporter or timekeeper terminates employment or transfers out of the

department, is action taken to terminate their security access to online time and online
leave modules in the payroll system?
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Please enter any comments in the box below. Please be sure to reference the question number.

Questionnaire Completed By :

First Name: Last Name: EmplID:
Department: Date Completed:
Please enter 3 letter code from this list. Please use format mm/dd/yy

By submitting this form, | am attesting that all information

given is correct and whole to the extent of my knowledge.
Please submit only once — this process may take a moment.

To reset the entire form, including comments, click here: | RESET FORM



https://www4.nau.edu/advantage3/jurisbudmngr.asp
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