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Activity 3:  Payroll Records/FISAP Check-up

Part 1: Pull a sample of at least 10 FWS files for students who received FWS funds.  Complete the worksheets on the next pages to ensure that proper payroll records are kept and that the FISAP documentation is correct for each file. 

Student Name: 
1. Each file must contain a payroll voucher containing sufficient information to support all payroll disbursements.  Payroll vouchers include the following information:

	 FORMCHECKBOX 
 The school’s name and address

 FORMCHECKBOX 
 The starting and ending dates of the payroll period

 FORMCHECKBOX 
 The student’s name

 FORMCHECKBOX 
 An identification of the student’s job

 FORMCHECKBOX 
 The number of hours worked during the pay period

 FORMCHECKBOX 
 The hourly rate of pay if the student is an undergrad

 FORMCHECKBOX 
 The hourly rate of pay or salary if the student is a graduate student

 FORMCHECKBOX 
 The student’s gross earnings

 FORMCHECKBOX 
 Any compensation withheld for federal, state, county, or city taxes, and all other deductions

 FORMCHECKBOX 
 Any non-cash payments (must include a record to document any payment of the school’s share of the
 student’s earnings in the form of services and equipment, if applicable)

 FORMCHECKBOX 
 The student’s net earnings

 FORMCHECKBOX 
 A check number, duplicate receipt, or other payment identification

 FORMCHECKBOX 
 Any overtime earnings




2. Type of Certification used: (check one) 

 FORMCHECKBOX 
 Paper Certification 
 FORMCHECKBOX 
 Electronic Certification   

3. Each file must contain a certification by the student’s supervisor, an official of the school (or off-campus agency) that the student has worked and earned the amount paid. If the student is paid on an hourly basis, the certification includes and/or is supported by a time record showing the hours worked by the student in clock time sequence, or the total hours worked per day. If electronic certification is used, the school must have proper safeguards in place against possible fraud and abuse.
4. Each file must contain a job description that includes all of the following information:

	 FORMCHECKBOX 
 Name of the position
 FORMCHECKBOX 
 Classification of the position (e.g., reading tutor 1, reading tutor 2, laboratory assistant, library technician 1 or 2, etc.)
 FORMCHECKBOX 
 Name and address of the student’s employer (the school, public agency, nonprofit organization, etc.)
 FORMCHECKBOX 
 Department or office in which the student will be employed
 FORMCHECKBOX 
 Location where the student will perform his/her duties
 FORMCHECKBOX 
 Name of the student’s supervisor
 FORMCHECKBOX 
 Purpose/role of the position within the organization
 FORMCHECKBOX 
 Duties and responsibilities associated with the position and how they relate to the purpose/role

 FORMCHECKBOX 
 Rates of pay for the position (cross-referenced to the wage rates appearing in the school’s policies and procedures manual)

 FORMCHECKBOX 
 General qualifications for the position and the specific qualifications for the various levels/rates of pay associated with the position

 FORMCHECKBOX 
 The length of the student’s employment (beginning and ending dates)

 FORMCHECKBOX 
 Procedures for determining a student’s rate of pay when a position has multiple rates

 FORMCHECKBOX 
 Evaluation procedures and schedules

 FORMCHECKBOX 
 If job is community service, the job description includes the duties and responsibilities that meet the definition of community services outlined in 34 CFR 675.2(b)


Check your FWS FISAP Documentation

Part 2: Use this worksheet to make sure that the information reported on the school’s FISAP for each file pulled reconciles with the school’s FWS documentation. (Obtain a copy of the back-up documentation used to complete the FISAP in order to complete this section):

Total Amount of Federal Work-Study expended per Financial Aid Office records: 
Total Amount of Federal Work-Study expended per payroll office/fiscal records: 
Total Amount of Federal Work-Study expended per FISAP: 
· Have all earnings been reconciled? Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 

Use the 10 students from the files you pulled to complete the following information 
for each student:

	Name
	SSN
	Total Income Reported on FISAP
	Total Income per 
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If you identify areas requiring corrective action, we recommend that you complete an Action Plan
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