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I. Survey
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1) Prepare Audit Start Letter, obtain City Auditor signature and distribute as appropriate.

2) Obtain background information related to the general objectives of the audit (Audit Manual, auditing guides, previous work papers and reports, budgets, organization charts, etc.). 

3) Prepare and complete Audit Survey Checklist 

4) Prepare and complete audit administration forms (e.g., Auditor Independence Statement, Assignment and Planning Sheet, Supervisory Log, etc. as appropriate)
5) Prepare Audit Plan and Audit Program and obtain City Auditor approval.

II. Fieldwork
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1) To determine that administrative controls for purchase card administration are reasonable and adequate.

a) Review copy of the SunTrust Purchasing Card Program Agreement and Purchasing Card Application for completeness.

b) Obtain a listing of all purchase cardholders from the Purchasing Department, and:

i) Review assigned spending limits for reasonableness

ii) On a sample basis:

· Match cardholder name to the cardholder “Agreement to Accept Visa Procurement Card” on file and verify proper cardholder signature and approval signature.

· Verify cardholders are active employees and assigned to department approving the issuance.

c)
Draw conclusion on overall program administration controls.

2)
To determine compliance with management controls:

a) On a sample basis, select individual transactions for attribute testing.  For each transaction selected, verify that:

· the receipt and the billing statement reconcile

· sales tax was exempted from all purchases

· the purchase was made by the cardholder only

· there was adequate supporting documentation (receipts, order forms, etc.)

· the purchase was in accordance per City  policies, procedures and imposed card limits

· the purchase was reasonable

· the transaction was properly recorded in the G/L

· the cardholder obtained Department Head approval upon review of monthly purchases. 

b) Conduct tests on high risk activities such as 

i)
Transactions ≥ $1,000

ii)
Split transactions

c)
Summarize results and draw conclusion 

3)
Perform other steps as deemed necessary.

III.  Wrap up Procedures
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1) Reference and cross-reference all work papers.






N/A
2) Summarize findings and conclusions into report format.

3) Submit draft report and work papers to the City Auditor for review.

4) Discuss draft report with management.

5) Prepare and complete appropriate documents for inclusion in administrative work paper file.  (e.g., Review of Audit Engagement (NALGA Guide), Finding Development Sheet, Independent Review Sheet, and Audit Data Sheet.)
6) Transmit final draft report to management for written response.

7) Submit report to Audit & Finance Committee.

8) Submit report to City Commission.

9) Complete Audit Work paper Files, and work with Staff Assistant to prepare work papers for filing.

Final Review By:
Technical

Review By:
Date:
Date:
Prepared By:

EM
Date:

INDEX 

Number

