AUDIT AREA

AUDIT PLANNING MEMO TEMPLATE

Audit No.:  
Approved by:
Date:
 

Written by:   
Date:  
BACKGROUND

HISTORY AND CURRENT OPERATIONS: 

KEY PERSONNEL:
FINANCIAL/OPERATIONAL IMPACT: 

INTERNAL CONTROLS:

This is the first time that the will be audited.  Internal controls will be examined during the audit process.

TIME and HISTORY SINCE LAST AUDIT:

OVERVIEW OF AUDIT PROGRAM
AUDIT OBJECTIVES:

SCOPE: 

AUDIT PROCEDURES: 

GENERAL
STAFFING: 

TIME ESTIMATES:
The following are estimates only and not meant to be restrictive in achieving the audit objectives.

Planning

Advance Memo




2

Audit Planning Memo



2


Audit Program




4

Entrance Meeting




4

Documentation of operations and controls
           24

Testing and analytical reviews


         180

Possible Audit Comments


             8

Reporting

Closing Conference




4

Preliminary Audit Report



8


Review of Management Action Plans

2

Final Audit Report




6

Follow Up Action Plan




2

Workpaper review comments 



4

Total hours: 250 hours

Estimated Closing Conference date:  
 (Note:  Based on availability of staff, number of scheduled or special audits, responses to information requests and expansion of scope)

CONFIDENTIALITY:
  Internal Audit recognizes that in the course of performing the audit, the department and its personnel shall have access to information pertaining to the area reviewed, which is sensitive and highly confidential.  During the course of the audit, Internal Audit will use its best efforts to safeguard and protect this information using methods that are no less stringent than it uses to protect its own confidential information.

REPORTING REQUIREMENTS: 

Copies:
 Audit Committee

1

