Payroll Audit Checklist:

Please try to have information submitted by 2-8-26.

A payroll audit is performed every year to ensure that the premiums charged KWORCC'’s
Members are appropriate for their activities. Below is a list of the items needed by the auditors.

Please make the following records available: Payroll records that show, Gross Payroll for your
County, Quarterly 941°s or SUI’s, Amounts paid-Holiday, Vacation, Sick, Payroll by Employee,
Overtime, Duties of Employees, Sub Contractors, Names and Duties of Sub Contractors,
Amounts Paid, Certificates of Insurance, Other Records Needed, Amounts paid for holiday,
vacation, and sick pay for each employee.

Done What

Need names, detailed duties, and gross wages for employees (in order to properly
classify employees) for period 1-1-25 to 12-31-25. The duties of employees may be
brief — street, water, gas, electrical, sewer, cemetery, janitorial, library, accounts
payable, accounts receivable, health office, homemaker services, clerk’s office, ROD
office, treasurer’s office, customer service phones, commissioners, appraiser, building
inspector, director of public works, compliance, etc.

If you are providing a special report or an Excel Spreadsheet for earnings, the final
page of the payroll journal providing a breakdown of earnings by type must also be
provided.

941's (1st page of report) for each quarter of 2025.

Summarized overtime earnings by employee if not shown on the payroll journal
requested above (if applicable).

The amounts paid for holiday, vacation, and sick pay for each employee if not shown
on the payroll journal requested above.

Amount paid to temporary and/or casual labor (if applicable).

Names, duties, and amount paid to subcontractors and the certificates of

insurance. Please provide copies of all 1099’s issued during this period. Examples of
Subcontractors: Examples of subcontractors: Janitorial for any county buildings
(Library, Senior Center, etc.). Someone hired by you to complete mowing for county
property, complete tree trimming, grading of roads, etc.

Population of County

The Amount Paid to Election Workers Not on the Payroll

Number of VVolunteer Firefighters

Number of Volunteer hours for the sheriff’s department

Number of VVolunteer hours for the Ambulance/EMS

Number of VVolunteer Hours for Storm Spotters

Number of VVolunteer Hours for Fair Board

If you are providing a worker’s comp computer generated report for this audit a
payroll register with gross payroll needs to be furnished to assist with balancing the
report to the 941°s.




A report providing detailed information as to deductions made by your computer on
worker’s comp report is also required

Division Contract (work completed in lieu of fines) Type of work

Hours , Type of Work , Hours

Volunteer Hours for Homeland Security including any training hours.
Description Hours Description

Hours

Volunteer Hours for any others. Description Hours

Description Hours




