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PAYROLL

INTERNAL CONTROL QUESTIONNAIRE

A Payroll audit is a good starting point for trainee auditors. Detailed below is a basic ICQ.

	Question
	Yes
	No
	N/A
	Comments

	Procedures

· Does the organization have procedure notes for the Payroll function, which are separate to Financial Regulations?
· Do these cover the whole operations?

· How often are these reviewed and updated?


	 
	 
	 
	 

	Control Records
	
	
	
	

	· Are clock-cards or timesheets used to support input?

· Are payroll and personnel systems reconciled?

· How often?

· Are changes to data reported by the system?

· Are payments made accurate?

· Do the payments made agree to hours worked?
	
	
	
	

	Processing
	
	
	
	

	· Is there a processing timetable?

· Are staff in the organization aware of this?

· Who authorizes the Payroll?

· Are exception reports produced?

· Are these investigated?
	
	
	
	

	Starters/Leavers
	
	
	
	

	· How is a starter set up?

· Who authorizes the starter forms?

· Who enters the forms on the Payroll system?

· Who checks the details?

· What is the procedure when someone leaves?

· Does the Line Manager inform Personnel who then informs Payroll?

· Is a leaver form completed?

· What controls are in place to ensure that a leaver is removed from the next Payroll run?
	
	
	
	


	Question
	Yes
	No
	N/A
	Comments

	Control Accounts

· Are control accounts produced?
· How often?
· By whom?
· Are they reviewed and authorized by a Senior Officer?
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