Payroll Authorizations – Basic Review Procedures

· Ensure that the Signing Authority and “Mail To“ Addresses are correct.
· Check the Effective dates of pay.



· Verify the department and account number.

· Ensure that each employee is still active (check position and job name) and that no active employee has been omitted.
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· Contact Payroll with any problems or discrepancies.

· Check the expiry date. If the employee needs to be re-appointed, initiate an appointment forms as required.
· Use source forms (appointment forms, time sheets) to verify amounts paid.

· Sign and date the form and retain for audit purposes.
