INTERNAL CONTROL CHECKLIST FOR HR/PAYROLL PROCESSES


For the following questions please consider each type of employee:

OA 	Officer of Administration
OR 	Officer of Research
OI 	Officer of Instruction
OL 	Officer of Library
SO 	Student Officer
SSA  	Support Staff Administration
TA	Temporary Agency
SC 	Service Corp
CE 	Casual Employee
WS 	Work Study

1. Consider your requirements for specific documents in order to create a new position.

	Job Description

	Budget Approval

	Vacancy Review Board Approval

	HR Notice of Approval

	Position Classification Form

	Salary Justification

	Other 



2. Consider your requirements for specific documents in order to significantly change an existing (vacant) position (i.e., grade, title, responsibilities)   

	Job Description

	Budget

	Vacancy Review Board

	HR Notice of Approval

	Job Posting

	Position Classification Form

	Salary Justification

	Other 



3. Consider your requirements for specific documents in order to fill an open (new or existing) position?   

	Job Description

	Budget Approval

	Vacancy Review Board Approval

	HR Notice of Approval

	Job Posting

	Position Classification Form

	Staff Associate Form

	Proof of PhD

	Reference Letters

	Background Check

	Stipend & Health Eligibility Form

	Drug Screening email

	CUMC:

	Board Certification

	DEA

	Delineation of Privileges form

	ECFMG Certification

	Hospital Application

	Infection Control Certification

	Medical License/Registration

	Malpractice Insurance Certificate

	Medicare Acknowledgment Statement

	Other 



4. Are new, existing, or significantly changed positions authorized locally or centrally?   

5. How are additions (hire or rehire) to the central hr/payroll system authorized?

6. Do you require specific documents in order to add (hire or rehire) an employee?

	Salary Justification

	Nomination Form

	PAF

	Offer Letter

	Acknowledgment of Salary Form (NYS – 195)

	Chair‘s Letter

	Casual Agreement Form

	Resume/CV

	Invention Agreement

	Request for extension of post-docs

	I-9

	I-20/DS-2019/i-797

	NY IT-2104

	NY IT-2104.1

	NY IT-2104.E

	Other State Tax Forms

	Social Security Application Receipt

	Tax Treaty forms

	VISA

	W4

	Other (please describe)



7. Do you require completion of a checklist to ensure required documents were received (hire or rehire)?

8. How is the checklist for required documents reviewed and approved (hire or rehire)?

9. Consider your requirements for specific documents in order to change the rate of pay or provide additional compensation in the central hr/payroll system (i.e. annual increase, bonus, incentive compensation, promotion, etc.)? 

	PAF

	WebSAF

	Paper SAF

	Budget Approval

	Salary Exception Form

	Approved Spreadsheet

	Roster

	On-call Schedule

	Other (please describe)



10. How are changes in the rate of pay or additional compensation authorized? 

11. Consider your requirements for specific documents in order to record absences, overtime and vacation allowances to be paid in the central hr/payroll system? 

	Tracking Officer Time Off

	Bi-weekly Timesheet

	Weekly Timesheet

	Other (please describe)

	Other (please describe)



12. How are absences, overtime and vacation allowances authorized to be paid? 

13. Consider your requirements for specific documents in order to change an employee’s status in the central hr/payroll system 

	PAF

	Resignation Letter

	Termination Letter

	Exit Interview

	Disability Form

	LOA Request Form

	FMLA Form

	Other (please describe)

	Other (please describe)



14. How are changes to an employee’s status authorized? 

15. Consider your requirements for specific documents in order to pay an employee severance? 

	PAF

	Severance Agreement

	Memorandum of Agreement (MOA)

	Timesheet Records

	Other (please describe)

	Other (please describe)



16. How are severance agreements authorized? 


17. Where do you maintain employee personnel files?

18. Where do you maintain employee payroll files?

19. Consider your requirements for the segregation of the hiring process from the payroll process (i.e., does an individual have the ability to both hire and pay in the system)

20. Are timekeeping records electronic (i.e. automated feeds such as Kronos, TAMS) or manually entered (FFE time entry from Excel Spreadsheets, emails, timesheets, time cards, web, etc.)?

21. Consider your requirements for electronic timekeeping records as well as any modifications reviewed and approved by a supervisor

22. Consider your requirements for manual timekeeping records

23. Consider your requirements for segregation of timekeeping activities (i.e., an individual does not have the ability to enter and approve time records in the system via FFE Time entry)?

24. Consider your process for dispersing payroll checks and are checks dispersed by an individual independent of the HR/payroll function

25. Consider your requirements for a payroll reconciliation process to ensure that employees receive the authorized/appropriate salary payment (additions, changes, bonus, additional compensation, vacation, terminations, severance, leave of absence, etc)

26. Where is the reconciliation performed?

27. Is the payroll reconciliation process prepared by one individual and reviewed/approved by an individual independent of the HR/payroll function?

28. Do you review any reports either provided by the University’s Central HR Department or produced locally for monitoring compliance?

	560 Report

	Budget Variance

	Vendor Invoices

	PeopleSoft Reports

	Other 



29. How are these reports monitored?

30. Do you review and approve the resolution of discrepancies?

