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TEMPORARY EMPLOYEE INTERNAL CONTROL REVIEW

STUDENTS AND CONTRACT WORKERS


	Objectives


The objectives of the Temporary Employee Internal Control Review are to determine if:

· An adequate need exists

· Appropriate procedures to request temporary employees are followed.

· Management procedures are adequate.

· Temporary employee expense is recorded in the proper period.

· Any control weaknesses or efficiency issues exist that may be of interest to management.



	Engagement Strategy
	
	
	

	Procedure
	W/P Ref 
	BY
	DATE

	I. Strategy


	
	
	

	A.   Discuss scope with management and staff.


	
	
	

	B.   Document understanding of audit objectives and scope.


	
	
	

	C.   Review prior audit summary of procedures and workpapers, if any.


	
	
	

	II. Planning


	
	
	

	A. Review known best practices and current issues.


	
	
	

	B. Review written policies and procedures.


	
	
	

	C. Review accounting records in order to analyze dollar amounts spent on temporary employees.  Identify any significant trends or irregularities.


	
	
	

	D. Prepare time budget and audit schedule.


	
	
	

	E. Issue announcement letter to appropriate management and arrange entrance meeting with key process owner(s).


	
	
	

	III. Verify 


	
	
	


	Internal Control Review


	
	
	

	Procedure
	W/P Ref
	BY
	DATE

	I. Document current procedures, policies and practices.


	
	
	

	A. Review and document current policies regarding the use and management of temporary employees.


	
	
	

	B. Review and document current HR department policies and procedures for processing requests for temporary employees.
	
	
	

	C. Based upon interviews, observation, and review of documentation, prepare a narrative and flowchart that describes the following areas:

· Procedures followed when management requests the use of a temporary employee/

· In-processing of temporary employees (i.e., employee badge, e-mail and network access, voice mail, keys, equipment, etc.

· Payment of temporary employee work force.

· Updating of temporary employee information / status within the HR maintained database.

· Extension of temporary employee’s employment.

Document internal control strengths and weaknesses noted.


	
	
	


	Fieldwork – Student Temps


	
	
	

	Procedure
	W/P Ref
	BY
	DATE

	I. Test internal controls identified Narrative and Flowcharting: 


	
	
	

	A. Test Employee Requisitions for appropriate Unit Manager, Budget, and HR approvals by selecting 5 students from the download of the HR system as of March 31, 2001 and reviewing their personnel files for the appropriate forms and support.  Investigate any exceptions.


	
	
	

	B. Test pay rates for the various Job Titles noted in the HR download and compare to the FY01 Budget Manual Guidelines for pay rates.  Investigate any exceptions.


	
	
	

	C. Test Existence by selecting 20 students from the March 31, 2001 download and meeting the students in person.  Investigate any exceptions.


	
	
	

	D. Test Out-Processing procedures by selecting a sample of students known to have left Massport’s employ, and reviewing their files for appropriate documentation (i.e., Termination DEC sheet, Out-Processing checklist, and Final Evaluation).  Investigate any exceptions.


	
	
	

	E. . Investigate and documents any issues or irregularities that are encountered during testing.  Follow-up with management as needed.


	F. 
	
	


	Fieldwork – Contract Workers


	
	
	

	Procedure
	W/P Ref
	BY
	DATE

	I. Test internal controls identified Narrative and Flowcharting: 


	
	
	

	A. Test Employee Requisitions for appropriate Unit Manager, Budget, and HR approvals by selecting 5 Temps from the download of the HR system as of March 31, 2001 and reviewing their files for the appropriate forms and support.  Investigate any exceptions.


	B. 
	
	

	B. Test high-skill jobs that may require specific accreditation.  Investigate any exceptions.


	C. 
	
	

	C. Test Existence by selecting 20 Temps from the March 31, 2001 download and meeting the temps in person.  Investigate any exceptions.


	
	
	

	D. Test Pay Rates for Union Temps by reviewing files for the appropriate paperwork in their files.  Investigate any exceptions.
	
	
	

	E. Test Out-Processing procedures by selecting a sample of Temps known to have left Massport’s employ, and reviewing their files for appropriate documentation (i.e., Termination DEC sheet and Out-Processing).  Investigate any exceptions.


	
	
	

	F. Test long-term use of Temps by selecting a sample of temps whose tenure per the HR system Start Date exceeds the HR policy-stipulated 6-month maximum.  Review their files and their situation with HR personnel and determine whether:

· Continuing need adequately documented

· Proper paperwork and approvals exist

· Pay raises are adequately documented.
	
	
	

	G. . Investigate and documents any issues or irregularities that are encountered during testing.  Follow-up with management as needed.


	
	
	


	Finalize Audit


	
	
	

	Procedure
	W/P Ref
	BY
	DATE

	I. Arrange for timely review of working papers and report.


	
	
	

	II. Review final draft with appropriate levels of management.


	
	
	

	III. Prepare a master index of current and permanent files.


	
	
	

	IV. Review Working papers to ensure they are initialed and dated by preparers and binders are signed and dated by manger.


	
	
	

	V. Complete the report and closing checklist.


	
	
	

	VI. Conclude
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