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Time & Attendance Work Program (University)

Audit Objectives
1. To determine if the Time and Attendance (T&A) system is operating efficiently and effectively.

2. To ensure proper internal controls have been implemented and are being followed in regards to:  

· The monitoring of the Time and Attendance (T&A) system to ensure it is functioning correctly.

· That employees on the T&A system are properly compensated.

· That employees not on the T&A system are properly compensated.

Preliminary Audit Steps:

1. Review any prior audit reports and workpapers to gain an understanding of the process.  

2. Interview appropriate personnel to gain an understanding of the Time and Attendance system. 

3. Review all reports generated from the T&A system, especially exception reports, to ascertain where most problems exist and if they are being regularly identified and investigated.

Audit Testing Steps

1. Recording Time and Calculating Payroll

A. Select _ sample size.  For the sample selected, obtain their time cards from _ pay period(s) to ensure time cards are properly completed and approved.

B. Recalculate the employee’s pay to ensure the employee was paid for the appropriate amount of hours.

2. Employees not on Time and Attendance System

A. Review procedures for employees on written time sheets to ensure there are proper controls.

B. Select _ sample size.  Determine if the timesheets were edited and/or approved and determine if the employee was paid in agreement with the time sheet.  

C. Review procedures for employees on the telephone system to ensure there are proper controls.

3. Exception Reports

A. Obtain high hour report run from the T&A system and agree to excel version that Payroll uses to audit.  Note any exceptions. 

4. Balancing

A. Total hours from Time and Attendance is compared against the GEAC system for dollars, hours, and transactions.  Select a recently completed pay period and review this comparison, noting your agreement or any discrepancies. 
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