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Index  MACROBUTTON NoMacro [WPRef] 
NCX-8g: Payroll and Related Liabilities

	Organization:  MACROBUTTON PPC_GetClientName [Client Name] 
	Statement of Financial Position Date:  MACROBUTTON PPC_GetBalanceSheetDate [Engagement Date] 


	Instructions: See separate instructions at  MACROBUTTON PPC_LinkManager NCX-8 .
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	N/A
	Comments

	1.  Personnel, employment, and rate authorizations—
	
	
	
	
	

	a. Are requests for new personnel originated only by department heads or other responsible employees?
	
	
	
	
	

	b. Does personnel require an investigation of and employment application from new employees? (Investigation should include checking employee’s background, former employers, and references.)
	
	
	
	
	

	c. Does a responsible employee periodically review classes of positions and pay rates for compliance with the provisions of salary and wage ordinances, personnel practices, or other documents designating rate of pay of employees?
	
	
	
	
	

	d. Are all employees notified in writing of the organization’s personnel policies and performance reviews?
	
	
	
	
	

	e. Are personnel files maintained?
	
	
	
	
	

	i. Do they contain information on employment application and new employee investigation, date employed, pay rates, changes in pay rates and position, authorizations for payroll deductions, earnings records, W-4 form, immigration documentation, specimen signatures, and termination data where appropriate?
	
	
	
	
	

	f. Are written termination notices required that properly document reasons for termination and require approval of an appropriate person?
	
	
	
	
	

	g. Do physical controls exist over personnel records that prevent their loss or use by unauthorized personnel; e.g., maintenance in locked files accessible only to authorized persons?
	
	
	
	
	

	h. Is access to computerized payroll records limited to those with a logical need for such access?
	
	
	
	
	

	i. Are notices of changes in personnel data reported promptly to the payroll accounting function?
	
	
	
	
	

	2.  Payroll preparation and timekeeping—
	
	
	
	
	

	a. Timekeeping and time cards—
	
	
	
	
	

	i. Are attendance and time records used?
	
	
	
	
	

	ii. Is timekeeping separate from payroll preparation?
	
	
	
	
	

	iii. Are time cards or other attendance records signed by the employees?
	
	
	
	
	

	iv. Is approval of department head on time cards or other attendance records required prior to preparing payroll?
	
	
	
	
	

	v. Are changes on time cards initialed or approved by a department head or similar person?
	
	
	
	
	

	b. If payroll is processed by an outside service organization, are controls in place to ensure that:
	
	
	
	
	

	i. Time records submitted for processing are complete and accurate and appropriate control totals are maintained for subsequent reconciliation to payroll registers?
	
	
	
	
	

	ii. All other payroll information provided to the service organization (pay rates, withholdings, etc.) is authorized, and all authorized information is communicated?
	
	
	
	
	

	iii. Paychecks and payroll registers produced by the service organization are reviewed, reconciled to control totals, and approved prior to distribution of paychecks?
	
	
	
	
	

	c. Are persons preparing the payroll independent of other payroll duties (such as timekeeping, distribution of checks), and do they have no access to other payroll data or cash?
	
	
	
	
	

	d. Does payroll perform the following functions in preparing the payroll:
	
	
	
	
	

	i. Check time card/attendance records for computations of payroll period hours?
	
	
	
	
	

	ii. Review time card/records for specific overtime approval and approvals of department heads, etc.?
	
	
	
	
	

	iii. Check overtime hours, rates, and computations?
	
	
	
	
	

	iv. Review time records for unapproved erasures and alterations?
	
	
	
	
	

	v. Verify pay rates?
	
	
	
	
	

	e. Is the payroll subject to final approval before payment by a responsible official (such as the executive director) or by another person who is independent of payroll preparation and timekeeping?
	
	
	
	
	

	f. Are payroll checks drawn on a separate account operated on an imprest system?
	
	
	
	
	

	g. If checks are machine-signed, is there adequate control over the use of the signature plate, and are procedures the same as for accounts payable checks?
	
	
	
	
	

	h. Are payroll checks prenumbered, blank stock controlled, checks used in numerical sequence, and numerical sequence accounted for and reconciled to the payroll check register?
	
	
	
	
	

	i. Are all voided/spoiled checks properly mutilated (removal of signature portion) and retained?
	
	
	
	
	

	j. Do checks contain detail of gross pay and deductions?
	
	
	
	
	

	k. Does an adequate system exist for distributing payroll costs to the proper accounts, programs, and other functions?
	
	
	
	
	

	l. Are procedures in place to ensure that payroll taxes are paid timely and that payroll tax returns are filed when due?
	
	
	
	
	

	m. Are procedures in place to ensure that other withholdings, such as 401(k) and cafeteria plan withholdings, are remitted in a timely manner?
	
	
	
	
	

	n. Are reconciliations prepared of gross and net pay amounts as shown on tax returns to total payroll on the payroll register and general ledger?
	
	
	
	
	

	3.  Are paychecks distributed by someone independent of timekeeping or preparing payroll, checks, or envelopes?
	
	
	
	
	

	4.  Unclaimed paychecks—
	
	
	
	
	

	a. Are checks returned to an employee who is not associated with the payroll function?
	
	
	
	
	

	b. Are checks released only on presentation of proper identification by the employee?
	
	
	
	
	

	c. Are checks that are distributed in remote locations signed for by the recipient?
	
	
	
	
	

	d. Is a continuing record maintained of all unclaimed wages?
	
	
	
	
	

	5.  Year end preparation of W-2 forms—
	
	
	
	
	

	a. Is the total of W-2 wages for the year reconciled to the general ledger and payroll register wages paid?
	
	
	
	
	

	b. Are W-2 forms that have been returned or unclaimed received and investigated by a person other than payroll and timekeeping personnel?
	
	
	
	
	

	6.  Are employee time records maintained in sufficient detail to allow for allocations of payroll costs:
	
	
	
	
	

	a. To specific grants, contracts, or cost reimbursement agreements?
	
	
	
	
	

	b. By function; for example, by program, management, membership development, and fund-raising?
	
	
	
	
	

	c. To lobbying efforts?
	
	
	
	
	

	d. Between unrelated business income activities and activities related to the organization’s purpose?
	
	
	
	
	

	7.  Is there a comparison of actual to budgeted payroll by a responsible person and are significant variances investigated and documented?
	
	
	
	
	

	8.  Are detailed records maintained of the liability for compensated absences and are they regularly reconciled to the control account?
	
	
	
	
	

	9.  Are postemployment and postretirement benefit accruals reviewed by a knowledgeable individual to ensure they are accurate and properly recorded?
	
	
	
	
	

	10.  Are employees with payroll responsibilities required to take vacations and are other employees required to perform those functions when an employee is absent?
	
	
	
	
	

	11.  Are employee benefit matters monitored by individuals who are knowledgeable of the applicable legal, regulatory, actuarial, and accounting requirements?
	
	
	
	
	


Completed or updated by: (Refer to  MACROBUTTON PPC_LinkManager NCX-8  for instructions on updating this form.)
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