Office of the City Auditor

Audit Program


I. Survey









    Completion Date
Auditor 
          W/P



PROCEDURE




Estimated         Actual
Initials
       Reference
	1) Prepare Audit Start Letter, obtain City Auditor signature and distribute as appropriate.


	
	
	
	

	2) Prepare and complete audit plan and audit administration forms (e.g., Auditor Assignment and Planning Sheet, Independence Statement, Supervisory Log, etc. as appropriate).


	
	
	
	

	3) Review prior workpapers and report, Audit Manuals, and other documents as appropriate for guidance.


	
	
	
	

	4) Prepare Audit Survey Checklist, ensuring that all applicable steps have been completed.


	
	
	
	

	5) Prepare Audit Program and obtain approval of City Auditor.


	
	
	
	


II. Fieldwork









    Completion Date
Auditor
          W/P



PROCEDURE




Estimated         Actual       Initials 
      Reference

Payroll Processing Test

	1) Determine population of payroll checks and direct deposit slips issued between 10-1-97 and 9-30-98.  Account for the numerical sequence of checks by reviewing check logs and blank check stock.  Observe and verify adequacy of physical security over blank check stock and signature plates.
	
	
	
	

	2) Select a statistical sample using IDEA based on the following criteria.  Document confidence level and criteria used to select sample size.
	
	
	
	

	3) Examine timesheet for each selected payment for signature of supervisor's approval of regular and overtime hours worked.  Determine validity of supervisor and signature.  Verify that hours paid equal approved and documented hours. (Criterion 1)
	
	
	
	

	4) Verify computation of gross pay. (Criterion 2)
	
	
	
	

	5) Verify employee's pay rate and other forms of compensation with proper documentation in the employee's personnel file. (Criterion 3)
	
	
	
	

	6) Verify computation of net pay.  (Criterion 4)
	
	
	
	

	7) Examine sufficient evidential matter to determine that payroll deductions are in accordance with those authorized by employee and legally required (i.e. withholding, insurance, pension, union dues, etc).  (Criterion 5)
	
	
	
	

	8) Compare employee canceled check with payroll register for name, amount and date.  Compare date on check to date check cleared the bank.(Criterion 6)
	
	
	
	

	9) Examine canceled check for proper endorsement.  (Criterion 7)
	
	
	
	

	10) Verify that salary disbursement was properly classified to the employee's department or job assignment.  Trace through the necessary labor distribution reports. (Criterion 8)
	
	
	
	

	11) Test footing and crossfooting of the payroll registers and trace posting to the general ledger. (Criterion 9)
	
	
	
	

	12) Verify that payment amounts are accurately posted to the payroll system and that the 12-31-97 and/or 12-31-98 total gross pay and withholding amounts tie to the employee's W-2 forms sent to the IRS.  (Criterion 10)
	
	
	
	


II. Fieldwork









    Completion Date
Auditor
          W/P



PROCEDURE




Estimated         Actual       Initials 
      Reference

Remote Time Entry Testing

	1) Participate as a test area for the remote time entry system developed by ISD and expected to be tested beginning in December 1998.


	
	
	
	

	2) Verify that the entries of the test areas are properly processed in the payroll test environment during the parallel processing.


	
	
	
	

	3) Review, observe and evaluate the timekeeper and manager training process instituted by management to implement the remote time entry process.


	
	
	
	

	4) Evaluate the control environment over remote time entry processing.


	
	
	
	


Exception Testing

	1) Obtain and import into IDEA the "Hours to Gross" payroll data for several pay periods (depending upon audit time available).  These reports show the details of what makes up an employee's gross pay. Using IDEA, analyze the complete files for anomalies such as excessively high hourly rates, regular hours greater than 80 in a pay period, high overtime hours, overtime hours with vacation or sick leave, etc. 


	
	
	
	

	2) Obtain and import into IDEA the "Leave Balance" payroll data for several pay periods (depending upon audit time available).  These reports show the detailed leave activity (sick, vacation, optional holiday usage and accrual) for each employee.  Using IDEA, analyze the complete files for anomalies such as excessively high accrual rates, negative balances, etc. 


	
	
	
	

	3) Review manual check log for unusual entries.
	
	
	
	


III.  Wrap up Procedures









       Completion Date          Auditor           W/P



PROCEDURE




Estimated           Actual       Initials       Reference
	1) Reference and cross-reference all workpapers.


	
	
	
	

	2) Summarize findings and conclusions into report format.


	
	
	
	

	3) Submit draft report and workpapers to the City Auditor for review.


	
	
	
	

	4) Discuss draft report with management.


	
	
	
	

	5) Prepare and complete appropriate documents for inclusion in administrative workpaper file.

(e.g., Review of Audit Engagement (NALGA Guide), 

Finding Development Sheet, Independent Review Sheet, and Audit Data Sheet).

	
	
	
	

	6) Transmit final draft report to management for written response.


	
	
	
	

	7) Submit report, along with management’s written response, to Audit and Finance Committee (assumes management response is received within 30 days of issuance.)


	
	
	
	

	8) Submit Audit and Finance Committee recommendation with backup to City Commission.

 
	
	
	
	

	9) Complete Audit Workpaper Files, and work with Office Assistant to prepare workpapers for filing.


	
	
	
	


