	Description of Control
	
	
	
	N/A
	Comments
	Responsible Individual



	Progress Status
              Successfully meets standard.

              Does not meet standard, but making satisfactory progress towards attainment.
              Does not meet standard; underlying issues have not been addressed.
	Internal Controls over Financial Reporting

Self-Assessment Tool

PAYROLL PROCESSING
	Period Ending:_____________________

Manager’s Signature / Date

	Control Objectives
	Resources

	1. Transactions are valid and documented.

2. All valid transactions are recorded; none are omitted.

3. Transactions are authorized according to agency policy.

4. Transaction documentation is accurately prepared.
5. Transactions are properly classified.

6. Transaction accounting and posting is complete and proper.

7. Transactions are recorded in the proper period.
8. The risk of fraud/financial misconduct is considered.
	OAM Chapter 45 – Payroll
http://www.das.state.or.us/DAS/SCD/SARS/oam_toc.shtml
Oregon Statewide Payroll Services (OSPS) home page
http://www.das.state.or.us/DAS/SCD/OSPS/index.shtml
OSPS Reference Manual
http://www.das.state.or.us/DAS/SCD/OSPS/referencemanual.shtml

	Access Controls

	1. Access to OSPA is based on the individual user’s role and job responsibilities.
	
	
	
	N/A
	Comments
	Responsible Individual

	2. 
	
	
	
	
	
	

	3. Access to OSPA for approving payroll adjustments is restricted to a lead worker or manager/supervisor only.
	
	
	
	
	
	

	4. Dual “update” access to OSPA and the HRSD personnel database (PPDB) is not allowed.
	
	
	
	
	
	

	5. Human resources unit processes new hires and terminations in PPDB in a timely manner and provides timely notification to payroll processing unit.
	
	
	
	
	
	


	Time and Attendance

	6. Employees are required to record actual time worked and attendance; when manual timesheets are used, employees are required to sign their timesheets.
	
	
	
	
	
	

	7. Each employee’s direct supervisor/manager verifies that hours worked (including overtime hours) and leave time are accurately recorded, indicating approval by signing manual time records or by “locking” the electronic record.
	
	
	
	
	
	

	8. Supervisors/managers forward manual timesheets directly to the timekeeping function.
	
	
	
	
	
	

	9. Timekeepers enter approved timesheets only.
	
	
	
	
	
	

	Payroll Processing

	10. Payroll unit has established procedures to ensure timely processing and accurate calculation of direct deposit enrollment forms, garnishments, child support and other miscellaneous deductions.
	
	
	
	
	
	

	11. Payroll unit/accounts payable unit have established procedures to ensure expense reimbursement claims processed through payroll do not duplicate claims paid through accounts payable.
	
	
	
	
	
	

	12. Payroll unit reviews time/attendance records, YTD accumulated payroll information and control reports for errors and obtains appropriate approvals to make corrections and update OSPA.
	
	
	
	
	
	

	13. Payroll errors affecting employees’ YTD totals for wages and withholdings are promptly corrected (within 30 days).
	
	
	
	
	
	

	14. Employees are given timely notice (within 30 days) of payroll-related overpayments and a method of recovery is established in accordance with OAM 45.50.00.
	
	
	
	
	
	

	15. Controls that should have prevented/detected payroll overpayments and other payroll errors are reassessed when problems occur.
	
	
	
	
	
	

	Paycheck Distribution

	16. A non-payroll manager/supervisor reviews and approves (by signing) the Gross Pay Adjustment report prior to release of paychecks to employees. Items identified during the review that appear to be unusual, potentially erroneous or otherwise questionable are brought promptly to the attention of the payroll staff, payroll manager or other manager who supervises the agency’s payroll function. 
	
	
	
	
	
	

	17. Paychecks and direct deposit pay stubs are distributed to employees by agency personnel who have no update access to PPDB or OSPA, no responsibility for manual timekeeping, and are not involved in payroll recordkeeping/paycheck preparation.
	
	
	
	
	
	

	18. Payroll unit distributes copies of check register to managers showing them employees paid under their authority and responsibility.
	
	
	
	
	
	

	19. Payroll unit has established formal processes to control and dispose of unclaimed payroll checks and verify returned W-2s.
	
	
	
	
	
	

	Reconciliation, Confidentiality and Archival Requirements

	20. Financial services unit reconciles OSPA payroll reports to agency postings in R*STARS and agency subsidiary accounting systems.
	
	
	
	
	
	

	21. Procedures have been developed that are closely monitored to ensure confidentiality of employee personal information.
	
	
	
	
	
	


	22. Payroll unit has established procedures to ensure documentation of time records, misc. deductions, salary changes, garnishments, adjustments, etc. is retained in accordance with state retention guidelines.
http://arcweb.sos.state.or.us/rules/OARS_100/OAR_166/166_300.html
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