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The Legislative Audit Bureau Timesheet Requirements

The following information MUST be on the student timesheets for each pay period as required by the Wisconsin Legislative Audit Bureau:

· Pay period dates (i.e. Apr A, 3/26/06 – 4/8/06)

· Department Account Number (i.e. 102 – 02 – 123456)

· Student’s Legal Name

· Student’s social security number or appointment ID number

· Total Hours Worked per Day

· Total Hours Worked per Week

· Student Signature and Date (Last day worked in pay period)

· Supervisor Signature and Date (Last day of pay period)

· Holiday hours are initialed by the supervisor (legal holidays that student works)

Proper retention of the student timesheets must be maintained by supervisors for each student employee.  The timesheets must be kept for the current year plus the five previous years.  For example, all timesheets from 2001 – current (2006) must be maintained in your department records.  Timesheets from 2000 and earlier can be shredded after the start of the new calendar year, January 1, 2006.  For your convenience, it is recommended that the timesheets be kept in sequential order in a binder.  Payroll supervisors are responsible for complying with these retention cycles and must be able to produce the records upon request.  Failure to do so may result in financial penalties. 
The UW-L Student Payroll Record Form and the Enrollment Verification/FICA Form must be maintained for all students with the department’s files.  The retention requirement for these forms is five years and must be retained with the department’s student payroll files.  
G:\Human Resources\Student Payroll\Audits\Legislative Audit Bureau Requirements.doc

