DEPARTMENT OF DEVELOPMENTAL SERVICES


BI-WEEKLY TIME AND ATTENDANCE/PAYROLL

AUDIT WORKSHEET

WORKSITE:




______________________________

MANAGER:




______________________________

PROGRAM SUPERVISOR:

______________________________

# OF ASSIGNED STAFF:


______________________________

PAYPERIOD AUDITED:


______________________________

AUDITED BY:



______________________________

AUDIT DATE:



______________________________

DOCUMENTS REVIEWED:

______________________________

FINDINGS

DAILY STAFF SIGN-IN SHEETS

· NO SIGN IN

· NO OVERTIME VERIFICATION

· OVERTIME VERIFIED BY STAFF NOT ON DUTY

· STAFF ABSENT FROM SCHEDULED HOURS NOT DOCUMENTED

· OVERTIME REASON CODES

BI-WEEKLY SCHEDULE

· TIME OFF NOT RECORDED

· SCHEDULE CHANGES

TIMESHEETS

· START AND END TIMES

· TIME OFF NOT RECORDED

· OVERTIME SEPARATED FROM REGULAR HOURS

· SIGNATURES COMPLETE

· OT LOGS FOR OUT OF HOUSE OVERTIME

· VERIFICATION OF OUT OF HOUSE OVERTIME

· VIOLATIONS OF OVERTIME AGREEMENT

DEPENDABILITY

· TOTAL SICK LEAVE USAGE

· SICK LEAVE IN CONJUNCTION WITH EARNED TIME

· EMPLOYEES WITH UNPAID LEAVE LESS THAN FIVE (5) DAYS

CONCLUSION

FOLLOW – UP

1
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