Agency –Level Internal Control Assessment

Process or Transaction-Level Control Activity Assessment

Exhibit 47:  SPAHRS Employee Profiles Hires/Rehires


	

	This Control Implemented and Operating Effectively
	Agree/Disagree
	Comments

	1. The documentation supporting the hiring and rehiring of employees is properly completed and authorized before processing.
	    FORMDROPDOWN 

	      

	2. Prior to SPAHRS submission for approval to State Personnel Board, a review of all information pertaining to the new hires is performed to ensure the correctness of the data entry.
	    FORMDROPDOWN 

	     

	3. The agency ensures that all employees complete both federal and state withholding forms.
	    FORMDROPDOWN 

	      

	4. The agency inputs into SPAHRS the allowances claimed by the employee on Form W-4s and any additional amount requested on both the federal and state withholding forms.
	    FORMDROPDOWN 

	      

	5. The agency ensures that all reciprocal tax agreements with other states are honored and taxes are withheld and reported to those states.
	    FORMDROPDOWN 

	      

	6. The agency requires eligible employees to complete a new W-5, Earned Income Credit form, by certification of the first pay period of the new calendar year.
	    FORMDROPDOWN 

	      

	7. The agency maintains, for audit purposes, all applicable forms/applications used to establish an employee record or to make a change to the current information.
	    FORMDROPDOWN 

	     

	Conclusions Reached and Actions Needed:
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