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SCOPE AND OBJECTIVES
SCOPE:

Conduct an audit of the University’s Peoplesoft Human Resources Management System, also known as the Global Employment Management System (GEMs) for the period 


   January 1, 2000    to     June 30, 2000                          .

OBJECTIVES:


To evaluate the adequacy of the control structure.

To evaluate system effectiveness and efficiency.


To determine compliance with laws, regulations, and University policies.
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PLANNING AND 

REVIEW OF INTERNAL CONTROLS AND PRIOR AUDITS

A. PLANNING (PL):
1. Prepare the Statement of Independence.

2. Conduct and document the preliminary planning meeting and prepare the staff assignment form.

3. Review any prior audits performed in the last three years.

4. Send the Audit Notification Letter and the Preliminary Information Request to the Department Head/Director/Dean/ Vice President.

5. Hold an entrance conference with the Department Head and prepare the Initial Review form (include superiors where required or desirable).  

6. Complete the Entrance Conference Memo form.

7. Send an engagement letter to the Department Head/Director/ Dean/Vice President.

8. Review Statutes, Rules and Procedures which relate the area to be audited. Indicate any legal restrictions on operations, collection of funds etc.

9. Establish any additional audit objectives, as appropriate.


  PL -  10

  PL -  20

  ADM - 10

  AUD - 10

  PL - 30

  PL - 40

  PL - 50

  PL - 60
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B. PRIOR AUDIT FINDINGS (AUD):

1. Review all prior audit reports and determine the appropriate testing to ensure all audit recommendations have been implemented.

2. Prepare a conclusion on the status of prior audit recommendations. 

C. INTERNAL CONTROLS (IC):
1. Conduct interviews of personnel, review system documentation, and observe actual processes as needed.  Prepare the systems narrative.

· Identify and evaluate general system-wide controls such as supervision, training, separation of duties, system documentation, and business continuity planning.

· Determine key business processes/transactions within GEMS.  Identify and evaluate specific application controls in place for these key business processes/transactions; such as 

· Security Administration 

· Assignment and maintenance of distributed access.

· Error correction and edit controls, 

· Reconciliation procedures

2. Perform an overall preliminary risk assessment considering both inherent risk and the evaluation of controls performed in step 1.

3. Prepare fraud exposure worksheets.


  




Audit Step Description

W/P Ref

By

Hrs

COMPUTER-ASSISTED AUDIT PROCEDURES

Identify and obtain access to all GEMs database records necessary to conduct the following computer-assisted audit procedures.

A. ANALYTICAL REVIEW PROCEDURES:

1. Analyze the entire population of GEMS data from the audit period by performing: 

· Stratification of employee records by classification and other key characteristics.

· Quantificaton of processing activity and transaction values including averages and outlier s.

· Trend analysis 

2. Determine the cause for any unusual or unexpected material variances, trends or relationships identified during step 1. 

B. TESTING
Using computer-assisted audit techniques, perform testing on the entire population of GEMS data from the audit period.  In particular test for:

1. Invalid Employees:

· Unusual social security numbers

· Compare termination dates with last pay dates

2. Conflict of Interest

· Duplicate addresses for employees with different last name and within same organizational unit.

· Same address or phone number as outside vendor

3. Reasonableness of Pay

For Hourly Employees:

· Accuracy of pay increase amounts (October 2000).

· No pay increases

· Unusually high hourly pay rate
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· Overlapping appointments exceeding 1.0 FTE

· Unusually small tax deductions (non-student only)

· Required data fields which are blank

For  Salaried Employees:

· Accuracy of pay increase amounts (October 2000).

· No pay increases

· Reasonableness of payment amounts

· Overlapping appointments exceeding 1.0 FTE

· Unusually small tax deductions (non-student only)

· Required data fields which are blank

4. Payments with:

For Hourly Employees:

· Excessive number of payroll deductions

· Minimal or no payroll deductions

· Negative amounts or adjustments

· Unusually high payment amounts

· Excessive hours reported

· Multiple checks to same bank account

For Salaried Employees:

· Excessive number of payroll deductions

· Minimal or no payroll deductions

· Negative amounts or adjustments

· Unusually high payment amounts

· Multiple checks to same bank account
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5. Testing computations:

· Recalculation of gross pay

6. Review of reconciliations

· Between Tally-down and SAMAS

· Of manual checks issuance

· Discrepancies between payroll and personnel records

· Discrepancies between payments and payroll records

7. Perform other audit procedures as deemed necessary. 

8. Summarize the results of audit tests.


  A - 10
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FINAL WORK

A. Audit File Review
1. Review of audit file performed by Director/Associate Director.

2. Resolve field work/work paper deficiencies.

3. Review of audit file review point resolution performed by Director or Associate Director.

B. Report
1. Prepare discussion draft of the report.  Ensure all items listed on RPT-30 were included in the discussion draft or reasons for exclusion were documented.

2. Prepare quality control form.

3. Review of the discussion draft and quality control form by the Director or Associate Director.

4. Issue discussion draft of the report.

5. Hold exit conference with Department Head, Director, or Dean, as appropriate to review the discussion draft.  Complete exit conference memorandum.

6. Prepare response draft of the report, including preparation of recommendation response forms.

7. Review of the response draft by the Director or Associate Director.

8. Issue response draft of the report.

9. Cross-reference recommendations documented on RPT-3 to the response draft.

C. Final Work
1. Final review by the Director or Associate Director of open items. 

2.  After complete response forms are obtained, prepare the final report including the letter of transmittal to the president.

3. Review of the final report by the Director or Associate Director.
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4. Issue final report.  Indicate the total audit hour on the BOR copy of the report.

5. Note on the final report that cross referencing was performed on the response draft.  Explain any difference between the response draft and the final report.

6. Complete all time records and the staff assignment form.  Explain significant variances in actual time versus budgeted time.

7. Prepare index and confidential index.
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