Office of Internal Audit & Investigation

Internal Audit (IA) Section

Template:  Preliminary Audit Survey Data Collection Questionnaire (PASDCQ) for
Audit of _______ #20xx - x

File:  Audit Planning PASDCQ
The purpose of this DCQ is to gather needed information during the preliminary audit survey phase of the audit, to help determine audit scope.  It is designed to be completed by the Business Process Owner (BPO) of the area under audit, in concert with input received from all major stake holders who impact the area under audit.  Under ideal circumstances, the BPO should facilitate obtaining input from all sources and return the completed DCQ (i.e., hard copy with hard copy referenced attachments) to the Internal Audit Section within a mutually agreeable time period.

In certain circumstances, IA will complete an area as it tailors the DCQ for the BPO of the area under audit.  For all other requests; the BPO is to respond and gather information and documents for the following:

	Item Description:
	Response/Discussion/Document Reference

	1.  The area under audit.
· State the area under audit

· State the BPO and who the BPO directly reports to
· State the key Stake Holders and who they directly report to
· State the BPO’s admin assistant
	

	2.  Risk Factor Update (for areas not specifically noted herein).

· State the most current average risk rank assigned by the Audit Working Group.
· What factors or concerns have occurred that would tend to increase (i.e., or decrease) the risk rank of this area under audit?
-Knowledge of any fraud or suspected fraud?  Waste?  Abuse?

-Known or suspected deterioration of internal controls?

-Increased exposure of objectives not being met?

-Significant changes occurred over the last year; systems, processes, organizational structure, key personnel, etc. 

-Other?
	

	3.  Oversight and Governance.
· Section 627.351 Florida Statutes; what paragraphs apply to the area under audit?  Provide references and hard copy.
· State whether and to what extent the State of Florida oversights the area under audit.  Describe.   

· Plan of Operation; what sections and paragraphs apply to the area under audit?  Provide references and hard copy, to include drafts of pending changes.

· State what advisory Committee of the Board, if any, oversights the area under audit. Describe how they perform oversight.  Provide copies of pertinent minutes of major decisions made.
	

	4.  Policy and Procedures (P&P).
· Provide a copy of all in-house policy and procedures that apply to the area under audit; i.e. ensure that all functional and cross-functional P&P are included
· Do the same for all P&P that is communicated externally.

· Do the same for all other documents that impact upon the area under audit to include legal documents, etc.

· Provide a copy of any flow charts and/or narratives, if any, that depict business process flows
	

	5.  Volume Metrics:
· What volume metric(s) best describes this area under audit?  E.g. an area of expenditure may be described in both $’s and in number of checks, etc.  

· Provide comparative volume metrics for the last 3 years; for the year’s ended 12/31/xx.

· Provide the volume metric(s) for the year-to-date within this calendar year.  
	

	6.  Cost of the Area under Audit and Headcount assigned:

· Is there an “Activity Based Cost” for the area under audit?  If so, provide the calculation showing both direct and indirect allocated costs, and if available, comparative costs from prior periods.
· If not, provide the budget(s) for the area under audit, for all participating departments.  

· Provide the total current Headcount for the area under audit, broken down by status, by division, and by  location(s).  If possible, provide comparative information from prior periods.   

· Provide an organizational chart (i.e., either using available charts or deriving one) for total Headcount broken down as shown in the bullet above.
	

	7.  Describe, in general terms, the mission and purpose of the area under audit.
· Include cross-functional areas in this description.

· Identify key personnel and contact information who understands the functional and cross-functional business process flows.

-Provide this information ASAP informally to the Internal Audit Section so that discussions can begin. 
	

	8.  Performance of the area under audit:

· State the Key Performance Indicators (KPI’s) and metrics that allow Management to determine performance.  Include targets.

· Provide comparative statistics of how Management has reviewed actual vs. targeted performance.  

· Include copies of Management reports used in the comparison and the overall assessment of whether targets/objectives were met, or not, and remedies taken as to the latter.

· State other factors that help Management determine how the area under audit is performing and to what extent, objectives are being met to include adequacy of internal controls.
	

	9.  Prior Audits/Reviews/Investigations:
· From  inception to the present, have there been any external (i.e., CPA firm, Auditor General, Market Conduct, Other) or internal audits (i.e., by  or outsourced), reviews and/or investigations done within the area under audit?
· If so, describe and provide a copy.

· Any major findings?  Resolved?  Provide evidence.
	

	10. Reliance on Information Technology (IT):
· Describe the various ways in which data is processed in and through automated systems.  Include a detailed description of; main frames, mini’s, desk top/lap top and software packages used.  

· For commercial off the shelf software (COTS); in addition to the description, further describe how Management evaluates the internal controls therein.  

· Pay special attention to the description you provide for systems that are accessed by external parties.
	

	11.  Contractual Relationships:
· Provide a Contract Summary for each contract that pertains to this area under audit.  Likewise, provide contract expenditures for each contract for as many years as is possible, and year-to-date expenditures for this calendar year. 
· For each Contract, state who the Control Monitor is and state the procedures being used to ensure that both parties perform and are in compliance to the contract.
	

	12.  General concerns:
· State any concerns you and your stake holders may have to include any special requests you may have of the auditors.  

· State your expectations as to the internal audit process, on through audit report finalization.  
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