	Internal Audit Program

	Human Resources

	Audit Dates:________________

	Score:___________     Up/Down:___________

	 
	 
	 
	 
	 
	 
	 

	 
	 
	S/U
	 Point 
	Comments
	Prep By:
	W/P Ref

	Employee Files

	OBJECTIVE:  To determine that employee files are maintained with all required information.

	1
	Is employee information being maintained in the Human Resource Director's office?
	 
	   1.00 
	 
	 
	 

	2
	Do all employee files have an up to date payroll form?
	 
	   1.00 
	 
	 
	 

	3
	Do all employee files contain current information on commissions, bonuses, tax withholdings, and evaluations?
	 
	   1.00 
	 
	 
	 

	4
	Are the Employee Change Forms signed by the employee and appropriate managers?
	 
	   1.00 
	 
	 
	 

	5
	Are all adjustments to payroll authorized on Employee Change Forms?
	 
	   1.00 
	 
	 
	 

	7
	Are W-4's and I-9's on file for all employees?
	 
	   1.00 
	 
	 
	 

	Insurance

	OBJECTIVE:  To determine that insurance plans are administered according to plan documents and paid timely.

	1
	Are the following insurance plans properly documented and communicated to all employees at date of hire, date of eligibility, and at other periods as appropriate?
	 
	 

	 
	Life Insurance (Employee & Additional)
	 
	   1.00 
	 
	 
	 

	 
	S/T Disability
	 
	   1.00 
	 
	 
	 

	 
	Dental
	 
	   1.00 
	 
	 
	 

	 
	Health
	 
	   1.00 
	 
	 
	 

	2
	(A) Is insurance deducted according to employee enrollment documentation and (B) are premiums paid timely for the following?
	 
	 

	 
	Employer coverage of life insurance
	 
	 
	 
	 
	 

	 
	(A)
	 
	   1.00 
	 
	 
	 

	 
	(B)
	 
	   1.00 
	 
	 
	 

	 
	Additional life insurance
	 
	 
	 
	 
	 

	 
	(A)
	 
	   1.00 
	 
	 
	 

	 
	(B)
	 
	   1.00 
	 
	 
	 

	 
	Dental 
	 
	 
	 
	 
	 

	 
	(A)
	 
	   1.00 
	 
	 
	 

	 
	(B)
	 
	   1.00 
	 
	 
	 

	 
	S/T Disability 
	 
	 
	 
	 
	 

	 
	(A)
	 
	   1.00 
	 
	 
	 

	 
	(B)
	 
	   1.00 
	 
	 
	 

	 
	Health
	 
	 
	 
	 
	 

	 
	(A)
	 
	   1.00 
	 
	 
	 

	 
	(B)
	 
	   1.00 
	 
	 
	 

	3
	Are open enrollment periods maintained in compliance with plan documents for all insurance benefits?
	 
	   1.00 
	 
	 
	 

	401K

	OBJECTIVE:  To determine that (1) 401k plans are administerd according to plan documents, (2) payments are submitted to provider timely, (3) employee deductions are accurate, (4) employer match is accurate.

	1
	Are proper deductions being made for employee 401K election? (sample 401K elections forms and verify with employee setup in Abra)
	 
	   2.00 
	 
	 
	 

	2
	Are 401K investment payments and loan payments made within 10 days after payroll date?
	 
	   2.00 
	 
	 
	 

	3
	401K Investments
	 
	 
	 
	 
	 

	A
	Do the 401K investment payments match the total amounts deducted for each month?
	 
	   1.00 
	 
	 
	 

	B
	Select sample of employee accounts and verify that deduction matches payment submitted.  Do these match?
	 
	   1.00 
	 
	 
	 

	4
	401K Loans
	 
	 
	 
	 
	 

	A
	Do the 401K Loan payments match the total amounts deducted for each month?
	 
	   1.00 
	 
	 
	 

	B
	Select sample of employee accounts and verify that deduction matches payment submitted.  Do these match?
	 
	   2.00 
	 
	 
	 

	5
	Are open enrollment periods maintained in compliance with plan documents for 401k retirement?
	 
	   1.00 
	 
	 
	 

	New Hires & Terminations

	OBJECTIVE: To determine that information is reported accurately to government required agencies and that compnay policies are followed in regard to setting up a new hire and terminating an employee.

	 
	Review a listing of new hires for the last 6 months.
	 
	 
	 
	 
	 

	1
	Are new hires setup in a timely manner (before payroll run)?
	 
	   1.00 
	 
	 
	 

	2
	Choose a sample and verify that the 3 month evaluations have been completed.
	 
	   1.00 
	 
	 
	 

	3
	Were that evaluations were sent out in adequate time to the manager? (Compare print date to date mailed)
	 
	   1.00 
	 
	 
	 

	4
	Are new hires reported to State New Hire agency within the required time?
	 
	   1.00 
	 
	 
	 

	 
	Review a listing of terminations for the last 6 months.
	 
	 
	 
	 
	 

	1
	Are Separation Notices on file for terminated employees?
	 
	   1.00 
	 
	 
	 

	2
	Are old employees information maintained in the file?
	 
	   1.00 
	 
	 
	 

	3
	Are COBRA notifications sent to terminated employees within 2 weeks after notification of termination?
	 
	   1.00 
	 
	 
	 

	Loss Control

	OBJECTIVE:  To verify that accidents are reported timely by the profit centers.

	1
	Is a log maintained showing the receipt and/or follow-up of the following from the profit centers:
	 
	 

	A
	Loss Control Meeting Minutes?
	 
	   1.00 
	 
	 
	 

	B
	Accident reports, showing documentation of personal injury and property damage?
	 
	   1.00 
	 
	 
	 

	C
	Yard & Warehouse Inspection Reports?
	 
	   1.00 
	 
	 
	 

	Random Drug Testing

	OBJECTIVE:  To verify drug tests are performed as required by state regulations and company policy.

	1
	Are CDL drivers drug tested at a rate of 50% per year per DOT requirements?
	 
	   1.00 
	 
	 
	 

	 
	# of CDL drivers x 50% / 12 months = # to be tested per month
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	Are CDL drivers alcohol tested at a rate of 25% per year per DOT requirements?
	 
	   1.00 
	 
	 
	 

	 
	# of CDL drivers x 25% / 12 months = # to be tested per month
	 
	 
	 
	 
	 

	2
	Are all profit centers randomly selected for drug testing at least once every 6 months?
	 
	   2.00 
	 
	 
	 

	3
	Are records kept to show documentation of the tests?
	 
	   1.00 
	 
	 
	 

	Training

	OBJECTIVE:  To determine that training has bee performed for all new hires.

	1
	Are all training forms completed for new employees within 90 days of hire date?
	 
	   1.00 
	 
	 
	 

	2
	Are all training forms completed for change in jobs within 90 days of change?
	 
	   1.00 
	 
	 
	 

	 
	Other
	 
	 
	 
	 
	 

	1
	Review Payroll and Human Resources duties and responsibilities to ensure that there are proper segregations of duties. (See grid)
	 
	   1.00 
	 
	 
	 

	2
	Verify that all personnel systems are backed up as appropriate and adequate.
	 
	   1.00 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 
	Total Points:
	 50.00 
	 
	 
	 

	 
	Unsatisfactory:
	 
	 
	 
	 

	 
	Satisfactory:
	 
	 
	 
	 

	 
	Score:
	 
	%
	 
	 

	
	
	
	
	
	
	


