With Permission from The Operational Auditing Handbook: Auditing Business Processes by Andrew Chambers, Graham Rand


STANDARD AUDIT PROGRAMME GUIDE
	PRIVATE 
Seq.
	Risk/Control Issue
	Current Control/Measure
	WP

Ref.
	Effective

Yes / No
	Compliance
Testing
	Substantive
Testing
	Weakness
to Report



PRIVATE 


STANDARD AUDIT PROGRAMME GUIDE
	PRIVATE 
SAPG Ref.:  0706
	Function:   Marketing & Sales       
	Activity/System:   Sales Performance & Monitoring


	PRIVATE 
Company:   
	Division:   
	Country:   
	Site:   

	Audit Ref.:   
	Date:   
	Completed by:   
	Reviewed by:   


	PRIVATE 
Control Objective(s):   

(a)  To ensure that realistic and accurate sales forecasts, targets and quotas are calculated, authorised and implemented; (b)  To ensure that accurate sales performance data is obtained and monitored against the authorised targets;  (c)  To ensure that the performance of the sales function is subject to ongoing monitoring and that any shortcomings are satisfactorily addressed;  (d)  To ensure that the organisation's marketing and performance objectives are met;   (e)  To ensure that adequate sales staff are engaged and effectively managed to maximise their performance and achieve the defined quotas;  (f)  To ensure that sales staff are suitably trained to adequately represent the company and its products;   (g)  To ensure that significant fluctuations in margins, sales volumes, and revenue generation are accurately reported to management;  and (h)  To ensure that the sales function operating costs are justified in relation to performance achievements.
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1
	Key Issues
	
	
	
	
	
	

	1.1
	How does management ensure that projected sales targets are accurately and realistically determined?
	
	
	
	
	
	

	1.2
	Is the establishment of sales targets/quotas and any subsequent amendment subject to suitable authorisation (and how is this evidenced)?
	
	
	
	
	
	

	1.3
	Does management maintain adequate records of historical sales trends, volumes, etc. as the basis for sales planning (and how can they be sure of the accuracy and validity of such data)?
	
	
	
	
	
	

	1.4
	How does management ensure that all actual sales data is accurately and completed captured?
	
	
	
	
	
	

	1.5
	How can management be assured that they are provided with accurate and up-to-date sales performance statistics?
	
	
	
	
	
	

	1.6
	What action is taken to promptly detect and react to sales performance shortcomings, etc.?
	
	
	
	
	
	

	1.7
	How does management determine and justify the staffing establishment of the sales function so as to avoid either under or over-staffing?
	
	
	
	
	
	

	1.8
	How does management ensure that sales staff are adequately trained and knowledgeable about company products and terms of business?
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2
	Detailed Issues
	
	
	
	
	
	

	2.1
	Are up-to-date sales forecasts (by product where applicable) available that reflect the following elements?

-
unit volumes;

-
revenue levels.
	
	
	
	
	
	

	2.2
	What factors are taken into account when determining the sales forecasts and targets?
	
	
	
	
	
	

	2.3
	How can management be assured that the data and methods used to generate sales forecasts are accurate and reliable?
	
	
	
	
	
	

	2.4
	How does management ensure that sales quotas are accurately rolled down to members of the sales team?
	
	
	
	
	
	

	2.5
	Are actual sales figures differentiated between in-house sales force, agents, distributors, etc. (and is each group separately monitored for performance and achievement of objectives)?
	
	
	
	
	
	

	2.6
	Is account taken of market trends and the potential for securing increases in market share?
	
	
	
	
	
	

	2.7
	Is the underlying sales strategy and generated forecast subject to ongoing review and modification (and how are amendments authorised)?
	
	
	
	
	
	

	2.8
	Are all actual sales activities accurately captured and incorporated into the appropriate information system?
	
	
	
	
	
	

	2.9
	What mechanisms protect the sales data from unauthorised access and amendment?
	
	
	
	
	
	

	2.10
	How can management be sure that sales returns, cancelled orders, rejected orders, discounts and allowances are all correctly and accurately reflected in the sales performance statistics?
	
	
	
	
	
	

	2.11
	Where sales performance is related to staff rewards (i.e. commissions), what mechanisms ensure that the calculation and payment of such rewards is correct and not based upon inaccurate or manipulated data?
	
	
	
	
	
	

	2.12
	Would management be made aware of deviations from established margins?
	
	
	
	
	
	

	2.13
	Would management be made aware of unproductive or under-achieving sales staff?
	
	
	
	
	
	

	2.14
	Is "sales performance" assessed in any of the following ways, and if so how are variations reported and reacted to?

-
selling costs as a percentage of total sales;

-
sales personnel remuneration & other costs as a percentage of total sales;

-
agent sales and commissions as a percentage of total sales;

-
discounts given as a proportion of total sales;

-
call success rates and average cost
	
	
	
	
	
	

	2.15
	How is accuracy of data input from other systems (i.e. order processing or accounts receivable) confirmed?
	
	
	
	
	
	

	2.16
	How is the accuracy of data output to other systems (i.e. payroll or management information system) confirmed?
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SYSTEM INTERFACES FOR SALES PERFORMANCE AND MONITORING
It is unlikely that any activity or system will operate in complete isolation, but will need to interact with other data and systems in order to be fully effective.   At a simple level, such interaction could relate to the input of data from a source system and the generation of amended or enhanced data which can be output to the next process.   For example, taking coded transactions from an accounts payable system into the general ledger as the basis for subsequently producing management accounts information.

It is often at the point of interaction between systems where controls are critical.  Auditors should be satisfied that the data moving between systems is consistent, complete and accurate, in order that the subsequent processes are undertaken upon a reliable basis.

The following table aims to plot, for the subject system of this Standard Audit Programme Guide, the potential interfaces with other systems which may require audit attention.  Indicators are provided to differentiate between those interfaces which act as input sources to the subject system and those which are potential output targets.  The "SAPG Ref." column records the reference number of the Programme Guide which addresses the issues for the related system

	PRIVATE 
System
	SAPG Ref.
	Input Source
	Output Target
	
	System
	SAPG Ref.
	Input Source
	Output Target

	Planning
	0104
	
	
	
	
	
	
	

	Accounts Receivable
	0204
	
	
	
	
	
	
	

	Budgeting & Monitoring
	0207
	
	
	
	
	
	
	

	Product / Project Accounting
	0212
	
	
	
	
	
	
	

	Staff Training & Development
	0304
	
	
	
	
	
	
	

	Staff Appraisal & Disciplinary
	0308
	
	
	
	
	
	
	

	Sales Management
	0705
	
	
	
	
	
	
	

	Order Processing
	0710
	
	
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