Internal Control Evaluation  - Time and Attendance Reporting

Offices Performing Evaluation:

Individual Performing Evaluation:  

Date Evaluated:

Signature:

1.  Function.  The function addressed in this evaluation is Time and Attendance reporting.

2.  Purpose.  To assist   identify your organization  in evaluating key internal controls over time and attendance.  This is not intended to cover all controls.

3.  Instructions.  Answers must be based upon the actual testing of key internal controls (e.g., document analysis, direct observation, sampling, simulation, other.)   Answers, which indicate deficiencies, must be explained and corrective action indicated in supporting documentation.  These internal controls must be evaluated at least once every five years.  Certification that this evaluation has been conducted must be accomplished on DA Form 11-2-R (Management Control Evaluation Certification Statement.). 

4.  Test Questions.

TIME AND ATTENDANCE REPORTING—TIMEKEEPERS

Are all approved exceptions to the employee's normal tour of duty timely and accurately reported?  
_____Yes     _____No
Have employees verified the accuracy of their current pay period's time and attendance and adjustments/corrections to prior pay periods occurring after the certification of the time and attendance?  
_____Yes     _____No
Are all entries for overtime and compensatory time earned approved and are total hours earned verified before certification?  
_____Yes     _____No
Is an employee's time and attendance data recorded by the close the current pay period?  
_____Yes     _____No
Do approved documents exist to support an employee's time and attendance data, i.e. leave slips ?  
_____Yes     _____No
Are the time and attendance files properly maintained? 

 _____Yes     _____No
Does the timekeeper monitor and correct, as required, employees' time and attendance data by the end of the each pay period and before certification?

_____Yes     _____No

Does the timekeeper send hard copy time and attendance corrections with appropriate signatures to the local customer service representative (CSR) when necessary?  
_____Yes     _____No 
Has the timekeeper taken all reasonable measures to safeguard employee data covered under the Privacy Act and ensured that payroll records are not stored (even temporarily) on non-secure sites?   

_____Yes     _____No

INTERNAL CONTROL EVALUATION - TIME AND ATTENDANCE REPORTING—CERTIFIERS

Is the record and approval of time and attendance performed timely and accurately as required by responsible individuals?  
_____Yes     _____No

Is all required supporting documentation available for audit purposes?

_____Yes     _____No

Do individuals recording and approving time and attendance make every effort to correct errors in the pay period to which the changes apply?

_____Yes     _____No

Does the supervisor maintain controls on employees' presence or absence daily, type of leave taken, overtime worked, etc., and personally observe that the time and attendance reports are properly posted?  
_____Yes     _____No

Is overtime/compensatory time authorized and approved by the proper authority in advance?  
_____Yes     _____No

Do the certifying official and alternate certifying official(s) verify that supporting documentation for leave usage, overtime/compensatory time worked, and other entries on the time and attendance report is valid prior to certification?

_____Yes     _____No

Are the employees' time, attendance, labor, productivity, and differential pay entries for the each pay period validated as correct prior to certification by the employees' certifying official or alternate certifying official(s) at the end of each pay period?  
_____Yes     _____No

Are amended time and attendance reports certified by the certifying official or alternate certifying official(s)?  
_____Yes     _____No

Are manually amended and certified time and attendance reports delivered to the local customer service representative (CSR) payroll office?

_____Yes     _____No

Does the certifier and alternate certifier(s) have access to approved documents that support the employee's time and attendance records prior to certification of those records? 
_____Yes     _____No

Does the certifier and alternate certifier(s) review and certify the accuracy of employees' time and attendance records in sufficient time to meet payroll deadlines?  
_____Yes     _____No

Has the certifier and alternate certifier(s) taken all reasonable measures to safeguard employee data covered under the Privacy Act and ensured that payroll records are not stored (even temporarily) on non-secure sites?   

_____Yes     _____No

