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Educating Everyone Takes Everyone

Fiscal Year 2025 Internal Audit- Corrective Action Plan

Review of Payroll

Finding #1: Documentation and Retention of Employee Documentation:

a. Missing W4
There was one W4 that could not be located in an employee’s file.

District Response and Actions Taken:
In response to this finding, the Assistant Superintendent spoke with the Payroll Clerk in July, 2025
about the need for careful and appropriate document retention. The discussion led to a project to
locate and organize all payroll files over the summer and fall of 2025. Employees with missing
documentation were contacted and the documents collected. This project was completed by
November 1, 2025.

In addition, the Business Office reviewed various options for document retention and is now keeping
hard copy files for all employees and also uploading newly hired employee documents into the
payroll system.



