AFSC-03, MANAGEMENT CONTROL EVALUATION CHECKLIST, TIME AND ATTENDANCE REPORTING SYSTEM








1.  Function:


This checklist covers time and attendance reporting.





2.  Purpose:


The purpose of this checklist is to assist Commanders and managers in evaluating the key management controls listed below.





3.  Instructions:


Base answers on the actual testing of key management controls (e.g., document analysis, direct observation, interview, sampling, simulation, or other testing).  “No” answers require explanations along with statements of corrective action taken.  Management must formally evaluate these controls annually.  For certification of the evaluation, use of DA Form 11-2-R (Management Control Evaluation Certification Statement) is mandatory.





4.  TIMEKEEPER QUESTIONS (ALL ORGANIZATIONS):





Maintain time and attendance (TA) reports for employees.





    a.  Has a time and attendance file that contains current time and attendance and payroll-related guidance been established?





    b.  Are timekeepers knowledgeable of the current time and attendance and payroll office guidance and regulations relative to time and attendance reporting?





    c.  Are timekeepers located with the employees whose records they keep so that they have positive, visual knowledge of each employee's presence or absence?





    d.  Has your office supported the compensatory time taken and annual or sick leave usage entered on labor tally submissions with approved Standard Forms (SF) 71, Applications for Leave?





    e.  Is compensatory time worked/earned and entered on labor tally submission supported with approval forms used specifically for this purpose?  





    f.  Are documents such as SF 71, overtime/compensatory time approval forms or sign-in/sign-out sheets, which support input to the TA Certification Reports, maintained in the office files for at least 6 years and 3 months or until audited, and readily available for review or audit?





    g.  Are timekeepers recording the exact time of day of all partial absences from the normal tour of duty on documents such as SF71, sign in/sign out sheets or labor tally reporting sheets?





�
    h.  Do timekeepers that maintain a time and attendance report for their immediate supervisor assure that it is certified by the supervisor, acting supervisor, or other designated representative?





    i.  Are the entries in the labor tally submission compared with leave slips, overtime/compensatory time requests, sign-in/sign outs in order to ensure the validity of data input to time and attendance?





    j.  Are TA reports containing one or more leave entries initialed in the correct area by the employee or supported with an approved SF 71?





    k.  Is supporting documentation provided to the supervisor(s) for use in certifying the TA reports?





5.  SUPERVISOR QUESTIONS (ALL ORGANIZATIONS):





Ensure regulatory and administrative requirements for time and attendance (TA) reporting are adhered to.





    a.  Have timekeepers and alternates been identified?





    b.  Have time and attendance training and reference materials been provided to the timekeepers and alternates?





    c.  Have the certifying official(s) and alternate(s) been identified?





    d.  Is the certifying official(s) and alternate(s) knowledgeable of the current time and attendance and payroll related guidance on time, attendance and labor reporting?





    e.  Do the certifying official(s) and alternate(s) have access to the time and attendance file?





    f.  Does the supervisor maintain controls on employees' presence or absence daily, type of leave taken, overtime worked, etc., and personally observe that the TA reports are properly posted?





    g.  Does the overtime/compensatory time authorization document include all of the following information? 





        (1)  The actual dates and times when your office planned the overtime.





        (2)  Employee name.





        (3)  Fair Labor Standards Act (FLSA) exemption status.





        (4)  Form of compensation.





        (5)  Specific description of the planned work (if not readily apparent, you must explain the reason for the overtime requirement in terms of mission essentiality).





        (6)  Statement that you considered alternatives to overtime, but you found them inadequate to accomplish the mission.


 


        (7)  Justification for annual leave taken, if any, during the same period as overtime.





        (8)  Approving official signature. 





    h.  Is overtime authorized and approved by the proper authority before it is incurred?





    i.  Is the certifying official(s) or alternate(s) verifying that supporting documentation for annual and sick leave usage, compensatory time worked and taken and other entries on the TA report is valid prior to certification?





    j.  Are the employees' time, attendance, labor, productivity, and differential pay, that is input daily or at the end of each pay period, certified correct by the employees' supervisor or designated alternate at the end of each pay period?





    k.  Do employees who certify their own TA report meet the criteria prescribed in paragraph 4-9b, AR 37-105?





This question is no longer valid since AR 37-105 was rescinded in April 2000.  Also, the Automated Time, Attendance and Production System does not allow users to certify their own TA reports.  The AR required an employee certifying his/her own TA to have written authorization from an official authorized by the Assistant Comptroller of the Army for Finance and Accounting, ATTN:  DACA-FAF-C, Indianapolis, IN  46249.  Currently, authorization would be required from the Defense Finance and Accounting Service.





    l.  Are amended T&A Certification Reports certified by the supervisor and delivered to payroll?





6.  SYSTEM QUESTIONS (Time and Attendance System Managers ONLY):





Evaluate the degree to which accounting systems are operating in compliance with GAO standards, identify deficiencies, and establish corrective action plans if required.   





    a.  Have time and attendance training and reference materials been provided to the certifying official(s) and alternate(s)?





    b.  Has periodic transaction testing of the system, with particular emphasis on sensitive or high-risk areas, been performed to include:





        (1)  Tests of the automated aspects of the basic system?





        (2)  Tests of the manual aspects of the basic system?





    c.  Have operating procedures been established for time and attendance?





    d.  Do operating procedures provide complete instructions to ensure that all Time, Attendance, Labor, and Productivity data is input correctly and accurately for each employee?





    e.  Have system processes or procedures been established that provide audit trails to validate the hours and leave cards/reports?





    f.  Are passwords established, controlled, and changed whenever required?





    g.  Does AIS process sensitive information?





    h.  Does system documentation exist which clearly shows all processes, data elements and hardware requirements?





    i.  Is there a contingency plan established to safeguard time and attendance programs in the event of accident, fire, or environmental hazards?





    j.  Have all personnel who manage, design, develop, maintain, or operate AIS undergone a training and awareness program IAW paragraph 4-3, AR 25-2?





    f.  Have time and attendance software programs been completely tested before becoming operational?





7.  INFORMATION SECURITY MANAGEMENT QUESTIONS:





Current COMPUSEC policies are applied.  The ISSO and NSO are the cognizant security managers responsible for using this Event Cycle.





    a.  Does the AIS provide the minimum security requirements IAW paragraph 4-5, AR 25-2?





    b.  Are AIS assets protected with cost-effective security measures and in compliance with physical security and procedural requirements as set forth in AR 25-2?





Comments:  Help make this checklist a better tool for evaluating management controls.  Submit comments to AMSFS-RMF, US Army Field Support Command, 1 Rock Island Arsenal, Rock Island, IL  61299-6500.
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