AUDIT PROGRAMS



-
ADMINISTRATION DEPARTMENT


-     STATIONERY SUPPLY/CONTROL PROCEDURES

Make observations and inquiries to confirm that Bank stationery is not put into personal or illegal use.

Confirm that stationery such as Letter Heads, blank statements/vouchers and other items are tightly controlled and locked to prevent any misuse.

Confirm that at least three printers/suppliers are being used and quotations obtained from all of them each time there are significant orders (see quotations file).

Go through quotations file and ensure that it is the cheapest and well reputed supplier who supplies the required item.

Obtain from Administration Department files 10 stationery indents made to suppliers/printers over the past 3 months and:

Check that a local purchase order has been raised in favour of the selected supplier/printer.

For supplies received a delivery not has been signed by the Administration Department.

The original invoice together with a copy of delivery note have been dispatched and traceable to Financial Control Division.

The Financial Control Division has effected correct payment to the supplier/printer the debit of General Ledger Asset Account Stationery.

Ensure that Branches submit bulk stationery orders on a quarterly basis using stationery requisition form.  The form is completed in four copies )original white, duplicate yellow, triplicate pink, quadruplicate green.  The first 3 copies are dispatched to the Administration Department while the fourth copy is for the ordering branch or head office department for records.

For Head Office Departments, ensure stationery is obtained from Administration Department by 4pm every Tuesdays and Thursdays.

Review branch bulk orders received over previous two quarters.  Check that the orders have either been fulfilled or reasonable progress is being made to ensure they are supplied within 90 days.

Select 10 stationery order forms received from Branches/Head Office Departments over the last 3 months and confirm that:

a) There is evidence that supplies have correctly and actually been made to the ordering branches/departments.

b) Receipt of these have been acknowledged by recipient.

c) A 3rd copy of stationery requisition form has been forwarded by the Administration Department on a weekly basis to the Financial Control Division.

Check that:

a) Bulk stock counts are conducted by administration department on a quarterly basis.

b) The department has advised Financial  Division within a week of inventory taking for the necessary passing of entries to account for excess/shortfall if the same is marginal.  Adequate explanations have been obtained for discrepancies between actual and book values and quantities.  Check that after explanations have been obtained, the necessary entries have been passed by the FD.

c) Check that Administration Department has a stock register for stationery maintained within each item having its own page.

Undertake a random physical stock count of 5 items in the register and:

a) Ensure that the amount held agrees with the balance of stock recorded in the register.

b) Stocks are properly arranged for ease of retrieval and the room is generally neat.

Obtain the Fixed Assets Register and select a sample of 10 Fixed Assets and agree the following details to the relative invoices:

i. Date of acquisition

ii. Suppliers name

iii. Description of item

iv. Ref. No.

v. Original cost

Using the same sample as above check if any of the assets have been disposed of and ascertain that:

There is approval for disposal from the Administration Manager.

A receipt has been issued and proceeds properly accounted for.

Select 10 items from the Fixed assets register and trace them to the physical assets checking that all details agree.  Investigate any discrepancies.

Also select 10 items from the floor and agree them to the register ensuring that the details are in agreement.  Investigate any discrepancies.

As at the date of audit obtain Fixed asset Schedules ad agree the Net Book Value per listing to the balance on the Statement of Affairs.

For the last one year confirm that the department has carried out reconciliations of the fixed Assets Schedules against Statement of Affairs every quarterly as at 31st March, 30th June, 30th September and 31st December.

Check that the fixed assets in Head Office have been physically counted once in a year as at 31st December.

Check that Administration department compiles a list of all Bank’s fixed assets as at 31st December.

Confirm that at least 3 suppliers are being used and quotations are obtained from all of them each time there are significant orders.

Obtain from Administration Department files 5 Asset Indents made to suppliers over the past three months and:

a) Check that a Local Purchase Order has been raised in favour of selected supplier.

b) For supplies received a delivery not has been signed by the Administration Department.

c) The original invoice together with a copy of delivery note have been dispatched and traceable to Financial  Division.

INSURANCE

Confirm that all the aspects of the Banks business are covered

Ensure that at no time does any aspect of the bank remain un insured

Compare the insured amounts against the insurable amount and comment on the adequacy of the policy

Verify that the bank is not likely to suffer from  averages clause due to under insurance

Check that the correct procedure is in place for sourcing insurance brokers and insurance companies

Confirm that the tendering process is properly handled

PHYSICAL SECURITY

Check that all the security gadgets in place  are in good working order

Ensure that the department has maintenance contracts in place

Confirm that the contracts have been properly sourced and from the cheapest source

Carry out a  comprehensive review of the security arrangements and comment on the adequacy 

PROCEDURES FOR HANDLING INWARD AND OUTWARD MAIL

Arrange  to be present during the opening of mail and observe the appropriateness of the process in regard to security of mails

Review the mail  register and ensure that mail is recorded 

Observe the movement of mail ie  that it is taken in folders to the CEO

Check that each department notes down each letter into a register and initials against each item

Arrange to be present when mail is being dispatched . check that each letter is referenced

Observe that all mail going up country is put in their inter –branch mail bags and all such mail is recorded on a’ mail dispatched through securicor’  register

Check that once the franking machine is used , the running total is extended and  checked by an appointed officer on daily basis.
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