
ClockOn 11-Point Pre-Payroll Checklist
Use before every weekly, fortnightly or monthly pay run. PRE-FINALISATION

PAY PERIOD REVIEWED BY APPROVED BY DATE

# CHECK EXCEPTION DONE INITIALS

1
Reconcile against the previous run

Explain material changes in headcount, gross/net pay, starters, leavers and adjustments.

2
Match leave to approvals and balances

Confirm paid leave agrees with approved leave and applicable entitlement records.

3
Confirm payroll funding

Ensure available funds cover wages and payroll-related amounts due for the cycle.

4
Review material earnings changes

Recheck employees affected by bonuses, overtime, increased hours or pay rises.

5
Verify bank details and approvals

Confirm payment details, totals, funding account and required authorisation.

6
Check employee payroll details

Review missing, recently changed or inconsistent tax, bank and super information.

7
Look for duplicate records

Search for duplicate employees, payments, timesheets, adjustments and bank records.

8
Investigate unusual pay movements

Compare employee-level pay with the prior period and explain material variances.

9
Match hours to time records

Verify paid hours against reliable, contemporaneous time records.

10
Confirm worker status

Flag worker arrangements that no longer appear consistent with payroll treatment.

11
Match payroll to approved changes

Check starters, leavers, rate changes, bonuses and hours against approvals.

STOP RULE

If you cannot explain an exception, investigate it before releasing payroll.

Operational review aid only. Apply Fair Work, applicable awards/agreements and ATO obligations relevant to your circumstances.
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