Agency –Level Internal Control Assessment

Process or Transaction-Level Control Activity Assessment

Exhibit 51:  SPAHRS - Time and Attendance


	

	This Control Implemented and Operating Effectively
	Agree/Disagree
	Comments

	1. The agency verifies that source documents, such as timecards, timesheets, or any other authorization used to pay or adjust an employee’s pay, have been properly completed, authorized by the appropriate party, and entered accurately into SPAHRS.
	    FORMDROPDOWN 

	      

	2. The agency ensures that employees comply with work schedules.
	    FORMDROPDOWN 

	      

	3. Overtime is properly authorized.
	    FORMDROPDOWN 

	      

	4. Agency has procedures for allocating time when less than 100% is worked on an activity and funding is from multiple sources to ensure allocation of expenditures is made to the correct program or project.
	    FORMDROPDOWN 

	      

	5. Management periodically reviews allocation of salaries to funding sources.
	    FORMDROPDOWN 

	      

	6. SPAHRS payroll duties are segregated between the person who collects and processes the source documents and the fiscal manager who oversees the payroll operations to ensure consistent application of internal control procedures.
	    FORMDROPDOWN 

	     

	7. Proper source documentation is maintained and accessible for review.
	    FORMDROPDOWN 

	     

	Conclusions Reached and Actions Needed:
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