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Audit Program

	Step
	Description of Audit Step
	By
	Date
	W/P Ref

	
	General Audit Procedures
	
	
	

	1.
	Conduct Entrance Conference and send Entrance Memo.
	
	
	

	2.
	Create or update Permanent File information.
	
	
	

	3.
	Review any prior audits.  Summarize prior findings and recommendations. 
	
	
	

	4.
	Obtain a general understanding of auditee’s internal control structure.  Document significant policies, procedures and records.
	
	
	

	5.
	Evaluate control risk and prepare Risk Assessment Memo.
	
	
	

	6.
	Prepare Summary of Strengths and Weaknesses.
	
	
	

	7.
	Prepare Audit Plan and submit for preliminary approval.
	
	
	

	8.
	Prepare Audit Program and submit for preliminary approval.
	
	
	

	9.
	Prepare Audit Budget and submit for preliminary approval.
	
	
	

	
	a.
Post time spent of project to the budget summary in a timely manner.
	
	
	

	
	b.
Obtain approval for anticipated hours to be spent in excess of the budget prior to hours being spent.
	
	
	

	
	c.
Submit semi-monthly progress report to assistant director or director.
	
	
	

	
	d.
Provide written explanations for any significant variations from budget.
	
	
	

	
	e.
Discuss audit progress and new D-3 findings with assistant director or director on a weekly basis.
	
	
	

	10.
	Document current year findings and management’s response to each finding on the Summary of Findings Workpaper.  Discuss findings with auditee during engagement to avoid surprises at the Exit Conference.
	
	
	

	11.
	Prepare Report Processing Sheet and initial appropriate steps throughout the audit.
	
	
	

	12.
	Index and sign workpapers as they are prepared in the field, including the posting of findings to the D-3 workpaper for ease in reviewing workpapers by the assistant director or director.
	
	
	

	13.
	Conduct Field Exit Meeting using D-3 findings after consulting with the assistant director or director regarding their attendance at the meeting.  Adjust D‑3 findings as appropriate based on client feedback.
	
	
	

	14.
	Prepare rough draft audit report electronically.
	
	
	

	15.
	Conduct formal Exit Conference, share Discussion Draft of report as appropriate, memo to Workpaper files.
	
	
	

	16.
	Submit workpapers to assistant director or director for review.
	
	
	

	17.
	Clear all review notes and include appropriate explanations on workpapers.
	
	
	

	18.
	Insert copy of final report into workpapers and cross reference.
	
	
	

	
	Audit Field Work/Testing
	
	
	

	
	Audit objective:  Validate that the internal controls and processes used to collect, record, and report vehicle and passenger data would not have permitted the reporting of overlapping or duplicated vehicle revenue miles.
	
	
	

	19.
	Review practices and procedures for collecting and recording vehicle and passenger data.
	
	
	

	
	a.
Obtain copy of procedures manual.  Review procedures for consistency and sufficiency.
	
	
	

	
	b.
Observe data entry to assure compliance with published procedures.  Discuss with data entry clerk how irregularities are handled/resolved.
	
	
	

	
	c.
Select a sample of driver logs and verify that data were accurately entered into the system.  Investigate and document any exceptions.
	
	
	

	20.
	Observe odometer readings on a sample of buses.  Determine that readings are consistent with mileage reports.
	
	
	

	21.
	Observe the computer program used to record mileage.  Analyze and document risks associated with the program.
	
	
	

	
	a.
Randomly select a month for testing. 

	
	
	

	
	b.
Determine that the beginning mileage for the month exceeds the ending mileage reported for the prior month.  Investigate and document any exceptions.
	
	
	

	
	c.
Determine that the ending mileage for the month is less than or equal to the beginning mileage reported for the following month.  Investigate and document any exceptions.
	
	
	

	
	d.
Test the mileage report for the month to determine that no overlapping mileage is reported.
	
	
	

	22.
	Conduct reasonableness tests to determine that reported mileage is within expectations for the certification period..
	
	
	

	23.
	Prepare and submit a letter to assist Transit Services in complying with state’s certification requirements.
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