	PERSONNEL AND PAYROLL - SELF-ASSESSMENT QUESTIONNAIRE

	
	
	
	

	 Agency Name:
	
	Date Performed:
	

	 Performed by:
	
	 Reviewed by:
	



This Self-Assessment Questionnaire (SAQ) is a tool to be used by an agency to:

· Develop fiscal and administrative controls.
· Evaluate the adequacy of existing procedures, both as written and actually performed.

· Ensure that written procedures and actual practices are the same.
Each agency should review its procedures annually to ensure compliance with the minimal internal control standards as set forth in this SAQ.  By completing the SAQ, an agency can identify potential internal weaknesses. 
The SAQ is designed so that a “No” response indicates an area of concern, which may require corrective action in written procedures and/or actual practices, such as:
a. Developing new or revised procedures to correct the deficiency found; or
b. Implementing a compensating control.
The “Cross-reference” column on the SAQ is to be used to identify the section, page, and paragraph where the answer to each applicable SAQ question can be located in the agency’s written procedures. 
Each year’s SAQ should be reviewed and approved by management and the original maintained in the agency’s files for audit purposes.  
This document is also to be used to help complete the agency’s Biennial Report on Internal Controls, which is due by July 1 of each even-numbered year.  
Thank you for your cooperation.
	I.
	Personnel and Payroll
	Yes
	No
	N/A
	Cross-reference to IC P&Ps: Section, page number, etc.

	
	Personnel
	
	
	
	

	1. 
	Are personnel responsible for performing all personnel/payroll functions identified by official job title and PCN?  
Note: Include all PCN(s), if more than one position shares the same job title.
	
	
	
	

	2. 
	Is the Employment Status Maintenance Transaction (ESMT) form:
	
	
	
	

	
	a. Prepared for all new hires and personnel changes?
	
	
	
	

	
	b. Reviewed and approved by someone independent of the preparer?
	
	
	
	

	
	c. Distributed to the appropriate agencies/employees?
	
	
	
	

	3. 
	Does each employee review job performance standards upon significant change or at least annually?
	
	
	
	

	4. 
	Are annual employee evaluations performed?
	
	
	
	

	5. 
	Does the agency maintain a checklist of procedures when an employee’s employment status, work tasks, and/or office location is changed significantly (e.g., check-in of keys, procurement or travel credit cards, and laptops; notification of Personnel, DoIT, and Payroll/NEATS/IFS, etc.)?
	
	
	
	

	
	NEATS users
	
	
	
	

	6. 
	Is each employee required to establish regular or flex schedule and identify hours worked per day, including overtime and use of leave and flex time, on timesheets?
	
	
	
	

	7. 
	Does the supervisor approve:
	
	
	
	

	
	a. Overtime requests?
	
	
	
	

	
	b. Leave requests?
	
	
	
	

	8. 
	Does the supervisor approve employee timesheets (electronically) upon submission in NEATS?
	
	
	
	

	9. 
	Does the supervisor have a way of tracking employee leave and compare tracked leave to the employee’s NEATS?
	
	
	
	

	10. 
	Does the supervisor ensure that all exceptions for overtime are supported by appropriate documentation?   
	
	
	
	

	11. 
	Are controls in place to ensure that if an employee is unable to submit a timesheet:
	
	
	
	

	
	a. An accurate timesheet is submitted by his/her supervisor or designee?
	
	
	
	

	
	b. A copy of the timesheet submitted by the supervisor is attached to the Payroll Exception Report?
	
	
	
	

	
	c. A paper copy of the timesheet is signed by the returning employee and forwarded to the pay clerk for verification?


	
	
	
	

	I.
	Personnel and Payroll – (cont’d)
	Yes
	No
	N/A
	Cross-reference to IC P&Ps: Section, page number, etc.

	12. 
	Does the payroll clerk ensure all timesheets have been approved?
	
	
	
	

	13. 
	Are the following reconciliations performed:
	
	
	
	

	
	a. ESMT to Payroll Register Report?
	
	
	
	

	
	b. Detail Cost List to Budget Status Report?
	
	
	
	

	14. 
	Does a supervisor review and approve the above reconciliations?
	
	
	
	

	15. 
	Are personnel/payroll procedures adequately documented and representative of actual processes?
	
	
	
	

	
	Non-NEATS users
	
	
	
	

	16. 
	Does the supervisor approve:
	
	
	
	

	
	a. Overtime requests?
	
	
	
	

	
	b. Leave requests?
	
	
	
	

	17. 
	Does a supervisor review and approve (sign) employee time sheets?
	
	
	
	

	18. 
	Does a supervisor (or designee) ensure receipt and completion of all time sheets?
	
	
	
	

	19. 
	Are the following reconciliations performed:
	
	
	
	

	
	a. ESMT to Payroll Register Report?
	
	
	
	

	
	b. Time sheets to the Payroll Register Report?
	
	
	
	

	20. 
	Are all exceptions documented, initialed, and dated by the employee performing the reconciliation?
	
	
	
	

	21. 
	Does a supervisor review and approve (initial and date) overtime use of flex and leave time, and the reconciliations performed?
	
	
	
	

	22. 
	Are personnel/payroll procedures adequately documented and representative of actual processes?
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