State University of New York
Internal Control Program

Examples of Internal Control Testing

Personnel/Payroll


Yes
No


A. General
1. Does the campus have an organization chart which demonstrates
 FORMCHECKBOX 

 FORMCHECKBOX 

where the authority and responsibilities for the personnel and payroll

functions rest?

Test:
Review copy of organizational chart.

2. Has the campus developed written operating procedures for the
 FORMCHECKBOX 

 FORMCHECKBOX 

personnel and payroll offices?

Test:
Review a copy of the written policies and procedures.

3. Is there segregation of duties over the personnel and payroll 
 FORMCHECKBOX 

 FORMCHECKBOX 

functions?

Test:
Review job functions as per the human resource 
system management (HRMS) and/or written policies
and procedures.

4. Review overall adequacy of data input controls and data security 
 FORMCHECKBOX 

 FORMCHECKBOX 

(i.e., user ID's, passwords, and job functions, etc.) relating to the

personnel/payroll functions of the HRMS (e.g., who is authorized 
to enter or change what data).

Test:
Obtain access listing for HRMS from the security 
administrator at the campus and test check user access.

B. Payroll Processing
(appointments, terminations and other changes)

1. Are all payroll transactions initiated only by the personnel 
 FORMCHECKBOX 

 FORMCHECKBOX 

department?

Test:
Review job functions as per HRMS and/or written 
policies and procedures.

2. Does the personnel office ensure that each payroll transaction 
 FORMCHECKBOX 

 FORMCHECKBOX 

is properly documented and that it is independently verified?

Test:
Select a sample of recent payroll transactions to 
review for appointments, terminations, and other 
changes. Identify all appropriate supporting 
documentation. Note appropriate approvals and
authorizations.

3. Are procedures in effect to ensure that operating departments
 FORMCHECKBOX 

 FORMCHECKBOX 

promptly notify the payroll office of employee terminations?

Test:
Review policies and procedures.

4. Are procedures in effect to ensure that prospective employee
 FORMCHECKBOX 

 FORMCHECKBOX 


credentials are verified by the personnel office?

Test:
Examine supporting documentation.

C. Time and Attendance and Leave Accrual Reporting
Recordkeeping Procedures

1. Has the campus developed written procedures governing
 FORMCHECKBOX 

 FORMCHECKBOX 

departmental level administration of time and attendance, leave
accruals, and control over paychecks?

Test:
Review a copy of the written policies and procedures 
and obtain copies of standard forms.

2. Are employees required to certify their presence and/or record their
 FORMCHECKBOX 

 FORMCHECKBOX 

absences on a standard form and are these records certified by the

employees' respective supervisor?

Test:
Review a test sample of attendance forms used by 
employees and test in conjunction with step C.2 above.

3. Are leave accrual records verified for accuracy (i. e., mathematical
 FORMCHECKBOX 

 FORMCHECKBOX 

correctness, accrued calculation in conformance with University

policy, correct balances carried forward, maximum allowable leave)?

Test:
Review a sample of leave accrual records for each 
employee classification (bargaining unit).

D. Monitoring of Sick Leave

1. Does the campus have a program to monitor and control employee 
 FORMCHECKBOX 

 FORMCHECKBOX 

use of sick time?

Test:
Review campus sick leave policy.

E. Payroll Distribution and Payout

1. Are paychecks distributed independently of the Payroll Office?
 FORMCHECKBOX 

 FORMCHECKBOX 

Test:
Review payroll payout procedures.

2. Are there procedures to ensure that lump sum checks are
 FORMCHECKBOX 

 FORMCHECKBOX 

independently reviewed for the amount of annual leave and that 
they are sent to the employee's home?

Test:
Review procedures and examine any lump sum 
payments either currently being processed or 
recently processed.

3. Are undeliverable payroll checks listed with reason for non-delivery
 FORMCHECKBOX 

 FORMCHECKBOX 

noted? After 30 days, are unclaimed checks returned to the State

treasury?

Test:
Review procedures and undeliverable payroll checks
on hand, if any.

F. Extra Service

1. Are employees who are receiving extra service in compliance 
 FORMCHECKBOX 

 FORMCHECKBOX 

with University policies and procedures?

Test:
Review procedures for paying extra service and select 
a sample of employees receiving extra service to ensure payments are appropriate.

Note:
For all tests performed, document the results of your test

work by memorandum or other supporting documentation.
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