Audit Program Guide

Human Resource Management

	Budget Hours
	                                                                                                                                      Audit Procedures
	Done By
	W/P Ref.

	Background
	
	

	
	[Enter description of audit area.]
	
	

	Statistics
	
	

	
	[Enter comparative figures (financial or activity based)] 
	
	

	Preliminary Planning
	
	

	
	1. Prepare and send an entrance letter to applicable personnel in the area under review.

2. Prepare a planning program and include a time budget for the preliminary survey work.

3. Conduct an in-house review of the following:

a) Financial Data

b) Internal Policy & Procedures Manuals

c) Applicable Rules, Laws and Regulations, and

d) Prior internal audit reports and management comments

4. Schedule and hold an entrance conference with the client.  Obtain the name of the departmental contact person and secure a place from which to conduct the fieldwork portion of the audit.

5. Begin Preliminary Survey by interviewing the appropriate personnel in the Client Department.  Document the interviews with narratives in the work file.

6. Review and document Internal Control System.  (Include control points, such as the location within the system of approvals, authorizations, segregation of duties, supervision, reconciliations, computer-generated error and edit listings, exception reports, etc.)

7. After gaining an understanding of various functions, conduct transaction walk-throughs.  Revise documentation.

8. Prepare a survey memo listing the strengths and weaknesses of the system.  Discuss the areas of greatest risk and exposure.  Also, include suggested audit objectives and test procedures.  Discuss with Audit Supervisor and the Deputy Director.

9. Prepare the audit program and include a time budget and estimated completion date.  Index the survey file and turn in for review.  

10. Clear review notes and revise the audit program, if necessary.
	
	

	Audit Scope
	
	

	
	Based on the work performed during the preliminary survey and the assessment of risk, the audit period will cover the operations of [enter client] from [enter date] to [enter date].
	
	

	Audit Objectives
	
	

	
	1. [List all audit objectives]
	
	

	General
	
	

	
	1. Obtain organizational chart of HR division and determine if any changes occurred in the period under review

2. Review job descriptions of HR employees

3. Review functional outlines of those, involved in the administration of human resources.

4. Review applicable corporate and division policy.

5. Examine evidence that the following information exists and done on a timely manner:

a.
Overall performance

b.
Employee turnover ratio

c.
Absenteeism

d.
Rate of employees requests for transfer

e.
Number of grievances per department

f. Safety and accidental rates

g. Other KPI's
	
	

	Planning
	
	

	
	6. Obtain manpower plan for the period and check is it properly approved.

7. Review manpower plan and determine is it prepared using reliable data.

8. Review actual results as compared to manpower plans and determine are there significant variances. Obtain explanations for them.

9.  Select a sample of JD for the positions filled during the period and test for the following attributes:

· Requisition is approved

· Job objectives are clearly stated

· Appropriate title is provided

· Special skills required to perform the job are identified

· Tasks required to perform the job objectives are stated and prioritized work qualifications, education, experience levels required are stated
	
	

	Employment practice
	
	

	
	10. Obtain evidence that division management coordinates recruiting methods through to human resources to assure consistency with company policy.

11. Obtain evidence that the following functions/activities are made accessible to all employees:·

· recruitment

· transfer and promotions

· terminations

12. Select a sample of personnel files and test for adequate documentation with respect of following areas:

· recruitment

· transfers and promotions·

· terminations

· performance evaluations

· grievances

· training/development activities

13. Select a sample of terminated employees and obtain evidence that corporate procedure and existing legislation is followed and that the Legal Dept has been involved.

14. Select a sample of transferred/promoted employees and obtain evidence that corporate procedures is followed

15. Select sample of new hires and determine if position hired for was first made available to the existing employees
	
	

	IT systems
	
	

	
	16. Determine if records are adequately protected from loss or damage, that access is restricted to authorized personnel and that backup of vital records is adequate.
	
	

	Compensation
	
	

	
	17. Regular salary structure design and updating.

18. PDR's

19. Select sample of employees, who have been on holiday, seek leave or maternity leave and compare against their records in salary system.

20. Select a sample of employees, whose salaries have been changed and obtain the respective documentation.

21. Segregation of duties in preparing the payroll and update salary records.

22. Levels of authorization
	
	

	Fair employment
	
	

	
	23. Obtain evidence for activities, aimed practice avoiding discrimination (sex,religion, age,race)
	
	

	Health and safety
	
	

	
	24. Determine what actions has been taken in order to comply with existing laws and regulations
	
	

	Training and development
	
	

	
	25. Obtain sample of all procedures, referring to the training process

26. Obtain evidence that training and development activities are coordinated with departmental managers.

27.  Obtain sample of training program and evidence that the most effective training method and company had been chosen. Select a sample of training activities and test for proper completion of an evaluation form by those employees.
	
	

	Organization
	
	

	
	28. Review the process of endorsing, creating and approving of company's procedures and rules and obtain evidence that all staff is aware of them.
	
	

	Internal communication
	
	

	
	29. Review all procedures and actions connected with improving the awareness of the staff about company regulations, vacant positions, important events etc. Make sure all staff have equal access to this information.
	
	

	Audit Wrap Up
	
	

	
	30. Discuss any audit findings with the Audit Supervisor, Deputy Director and Audit Director.  After receiving their approval discuss audit findings with Client management.
31. Summarize and conclude.

32. Complete and index working papers.

33. Prepare a preliminary draft of the audit report.

34. Clear review notes.

35. Forward draft to client and request responses within 10 working days.

36. Incorporate client responses into the final audit report.

37. If requested, schedule and hold exit conference.

38. Present the audit report.
	
	


