OSU Payroll Services    
          Payroll Certification
                          

OSU Payroll Processing Policy
PAYROLL CERTIFICATION

WHAT SHOULD I KNOW ABOUT PAYROLL CERTIFICATION?

· Payroll and related expenditures represent a significant component of the University’s operating expenditures.  It is therefore critically important that appropriate mechanisms for control and oversight of those expenditures be in place in every College/VP Area.


· The purpose of the Payroll Certification process is to verify and document that:

· All individuals receiving payment through the payroll process are eligible to receive payments

· Terminated employees are no longer being paid

· Unauthorized employees are not present within the payroll system.


· Colleges/VP Areas are responsible for implementing the university Payroll Certification process for all employees within their areas.


APPROVALS and DOCUMENTATION:
· Certification must be performed by management/supervisory staff in the employing unit who:

· Had direct contact with the employees during the pay period(s) being certified, AND
· Have been delegated the certification responsibilities through the unit’s approved Internal Control Structure
· Certification must be formally documented and this documentation must be retained in accordance with the Financial Record Retention Policy.  Reported errors or inconsistencies must be reported to the appropriate administrator for immediate resolution.
· HELPFUL LINKS: 

Financial Record Retention Policy
TIMEFRAME/DEADLINE:

· All certifications must be completed within 30 days of the last pay date for any given month.


· College/VP Areas must have a process in place to validate that all pay periods for that month have been certified.
WHAT MUST I DO IF I HAVE RESPONSIBILITY FOR PAYROLL CERTIFICATION IN MY AREA?

1. Determine the appropriate managers/supervisors to be assigned responsibility for review and sign-off of payroll.

2. Identify the employees to be included on each manager certification report.


3. Determine the intended frequency of certification

· Each pay period OR
· All payrolls within a given month


4. Add language to the College/VP Area Internal Control Structure and Delegation of Signature Authority documents to:

· define the certification process

· identify those managers/supervisors assigned the responsibility for certifying payroll

· assign areas to be certified to managers/supervisors 


5. Update the check sort value in the HRIS to separate employees into appropriate groups for the Check Advice Distribution Report.

· HELPFUL HINT:  

· The sort sequence and page breaks for the Check Advice Distribution Report are determined by the values contained in the Department and the Check Sort fields on the Campus Address page of the Personal Data segments for each employee.

· The report is sorted first by department, then by check sort, with page breaks inserted at each change in the department/check sort combination.  

· These values can be used to divide the report into separate pages for each certifying manager or supervisor.

· DETAILED INSTRUCTIONS for how to update the check sort value are available in ASSIST Hire an Employee (refer to Step 12)
WHAT MUST I DO IF I HAVE RESPONSIBIITY TO CERTIFY PAYROLL?
1. Retrieve the Pay364os – Check Advice Distribution Report through eReports immediately following the processing of each payroll.
· ADDITIONAL INFORMATION about the Pay364os – Check Advice Distribution Report is available at 
Check Advice Distribution Report.


2. Review the employees listed on the report and validate that the listed employees were employed by the unit and were eligible for pay.


Sign the Check Advice Distribution Report.  An email message from the designated approver is an allowable alternative to a signature.  Please make sure that this email specifies the employee group and pay period(s) being certified. 
· NOTE:  If this method is used, the e-mail should be attached to the Pay364os that is being retained as backup documentation.


3. Report errors or inconsistencies to the appropriate administrators immediately for resolution.

4. Complete certifications within 30 days of the last pay date for any given month.

5. Retain certifications in accordance with fiscal record retention policies.
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