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 Customized Audit Work Program –
Audit Work Program - Sales

Branch:




Date:


AUDIT OBJECTIVES:

To determine:

1. The completeness of the reported sales.

2. The accuracy of the reported sales.

3. The proper documents are being used, with appropriate approval.

4. Unusual transactions are properly reported and approved.

5. If there is adequate control/s over sales.

6. If the design control/s is working effectively.

AUDIT PROCEDURES:

	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	1. Determine if sales are properly reported, by checking the Cash Deposited Report (CDR).  Check the date, compare the gross total of CDR against the gross total generated by the Point Of Sale (POS) system.  Verify footings.

2. Investigate erasures and corrections of amounts on the report, ask appropriate person and examine other documents that will justify the erasures and corrections.

3. Determine if Company’s policy in handling the cash register’s “keys” are properly observed and maintained (this should be the responsibility of the branch cashier officers/head cashiers).

4. Ensure that the person who approves CDR is independent with the cashier.  Ensure that the person who approves the CDR is the Branch Manager (BM).

5. Ascertain that cash receipts/collections (undeposited) are properly kept on a safety locked boxes.
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	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	6. Determine if cash sales (intact) are deposited the next banking day based on deposit slip’s validation and compare against the entries made per CDR.  Document any exception/s noted and ask the BM the reason for the delay of deposit/s.

7. Was the branch complying with on the submission of CDR and intact on time deposits? If not, why?

8. Compare the discount detail in the bank end report and check the compliance of the branch on the encoding of the name and the number of the senior citizen and any other discount information.

9. Was the branch monitor their promo items? If not, why?

10. Compare the selling prices used by the branch against the standard prices set by the Company.  Select items from the sales and list the selling prices and compare it with the standard selling prices, document any exception/s noted.

11. Clear all follow ups/points.


	
	
	
	
	


PERFORMED BY:
REVIEWED BY:

	
	
	

	
	
	

	Audit Assistant
	
	Audit Supervisor
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Audit Work Program – Cash Count

Branch:




Date:


AUDIT OBJECTIVES:

To determine whether:

1. The fund was used for the intended usage and not in anything else.

2. Cash sales (intact, no part of it was used for any other purpose) was deposited the following day.

3. Proper documents are being used and with authorization from the authorized personnel.

4. The fund was maintained at appropriate level.

5. There are adequate controls over handling of cash.

AUDIT PROCEDURES:

	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	1. Determine which funds and undeposited receipts are to be counted.  The count should be on a “surprise” basis.

2. Prepare monitoring of the undeposited cash sale; examine the deposit slip and the date of subsequent clearing to the bank.

3. Ensure that the person responsible to the fund is present at all times during the count and obtain signed count sheets, written in ink from the personnel for the return of the counted cash.  Retain the receipts in the working papers.

a. List and obtain proper approval for items other than cash (e.g. expense vouchers, IOUs, etc.).  Test traced the items.

b. Ascertain that only reimbursable expenses are reimbursed.
c. Make a list of interbank or intercompany checks included in the cash and determine that such items have been correctly recorded.
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	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	d. Examine independent supporting record/documents and determine that all receipts from miscellaneous sources have been taken into account (e.g. scrap sales).

e. Reconcile balances with the book and obtain explanation for the difference (overage/(shortage)).

4. List items such as IOUs, advances or check cashed for employees.

a. Trace subsequent collections and clearances.

b. Test trace vouchers in the funds to subsequent petty cash replenishment.

5. Review reported expenses and make recommendation/s when necessary.

6. Answer Internal Control Questionnaires (ICQ – A-1) on PCF.  Make a memo regarding the compliance and non-compliance of the branch on the procedure of the petty cash fund. 

7. Clear all follow ups/points.


	
	
	
	
	


PERFORMED BY:
REVIEWED BY:

	
	
	

	
	
	

	Audit Assistant
	
	Audit Supervisor
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Audit Work Program – Inventory

Branch:




Date:


AUDIT OBJECTIVES:

To determine whether:

1. Inventory balances represents all products, materials and supplies which are owned by the Company, physically exist and are properly recorded.

2. Inventory listings include all inventory items on hand, in storage are accurately compiled and the totals are properly included in the inventory accounts.

3. There is adequate control over the receiving/issuing of goods.

AUDIT PROCEDURES:

	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	1. Review Requisition Issuance Slip (RIS) and check if it was requested by the authorize personnel (Stocker).

2. Check whether all goods delivered to the branch has corresponding RIS and it tallies with Delivery Receipt (DR).

3. For direct purchases to the supplier, examine the Purchase Order (PO), Sales Invoice (SI), Delivery Receipt (DR), and Receiving Report (RR).
4. Ensure that the branch has control of goods received as to quantities and condition at the time of the receipt.  The goods received should be weigh, measure, count and inspect by the appropriate personnel before receiving it.
5. Inquire with Stocker if there are deliveries for the day.  Observe the weighing, measuring, counting and inspections of the goods as they are being done and determine the method used are in accordance with the laid down procedures.  Document any exception/s noted.
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	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	6. For the goods delivered but not requested (or rejected), review the DR (if the goods are included in the list) and check to the HBC - headoffice if the supplies were properly returned.  Document any exception/s noted.

7. Determine whether the goods were properly received by preparing RR.  Tie it up to the DR issued by HBC-headoffice.

8. Examine RR and check if the person who receives the goods is authorized to do so.

9. List last five days of deliveries with the corresponding informations (in table format: Requesitioner, Date, RIS No., IR No., RR No. and total amount).  Check if the first number of the unused forms (RIS) was sequential with the last number used.

10. Ask for branch to branch transactions and ensure that there is appropriate documentation/s.  Examine the RR and gate pass to ensure that the goods received was complete/intact

11. Inquire with the Branch Manager (BM) if they count the inventory stocks regularly, and ask for the report.  The report should include spoilage, missing, wastage etc., with the signatories of the BM.

12. Examine the variance and inquire with the BM for the reason, document the results of the test.

13. Observe the attitude of the personnel document any unusual behavior/s.

14. Review the exception report.  Ask the appropriate personnel for the reason of the voided item/s.  
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	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	15. Check whether scraps for sale was properly segregated, controlled and forwarded to the HBC - headoffice.

16. Answer the Internal Control Questionnaires for Inventory Management

17. Clear all follow ups/points.


	
	
	
	
	


PERFORMED BY:
REVIEWED BY:

	
	
	

	
	
	

	Audit Assistant
	
	Audit Supervisor
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Audit Work Program – Expenses

Branch:




Date:


AUDIT OBJECTIVES:

To determine:

1. The appropriate level of Petty Cash Fund to be set-up and maintain.

2. Whether operating expenses represent all amounts incurred in the branch’s operations and are properly recorded.

3. Whether all reimbursement was in line with the branch’s operations.

4. Whether there are adequate controls to monitor the reasonableness of the expenses (level).

AUDIT PROCEDURES:

	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	1. List the expense/s for one day and verify the nature and the validity by examining the Official Receipt (OR)/Sales Invoice (SI) and other document/s that will justify the expenses.

2. Lists down the expenses that have no supporting documents and ask the reason to the branch manager, document the response/s of the latter.

3. Determine whether the expense/s was for the operation of the branch.  Document any exception/s.

4. Examine who approves Petty Cash Voucher (PCV).  Is he/she the authorize person?  List down the expenses that were approved by the person other than the branch manager.

5. Make sure that the one who prepares the PCV are independent to the approver.

6. Ask the custodian to prepare the summary of unreplenished expenses as of to date.  Examine the report and determine which expenses are necessary for the day to day operation of the branch.  Determine the average expenses for the week.
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	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	7. Compare two weeks of expenses (on a per week basis).  Ask the branch manager for the reason of the fluctuations, document the response/s.  Be analytical the reasons/responses should be reasonable and will truly justify the fluctuations.

8. From procedure nos. 6 and 7 determine the level of the fund that should be set-up.  Compare it with the existing Petty Cash Fund (PCF).  Report and document any results of the test.

9. Check whether the branch have contractual employees, determine the number and the allocated salary per employee.  Are they regularly hiring contractuals?  If so, determine the level of salaries for contractuals.  In your judgement determine whether there is a need to set up fund for the contractuals, state the reason.

10. For the salaries of the contractuals examine the time card and recalculate the computation.  Verify all the footings and the rate used.

11. Was the branch monitor the breakages that happen in the store?  Was the branch charging the employee properly?  If not, why?

12. Answer the Internal Control Questionnaires for HBC branches (ICQ) 010 – 013.

13. Clear all follow ups/points.


	
	
	
	
	


PERFORMED BY:
REVIEWED BY:

	
	
	

	
	
	

	Audit Assistant
	
	Audit Supervisor
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Audit Work Program – Fixed Assets

Branch:




Date:


AUDIT OBJECTIVES:
To determine whether:

1. Fixed assets represent all tangible assets owned or held under capital lease that are used in the entity’s operations and they are recorded at cost on a consistent basis.

2. Additions to fixed assets during the audit period are proper capital charges and represent all actual physical property installed.

3. The branch fixed assets are complete as to their declaration.

4. There are adequate internal control/s to safeguard the assets.

AUDIT PROCEDURES:

	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	1. Tour the branch’s place and observe the type and condition of fixed assets in place.  Note any excess, unusable or idle facilities.

2. Observe the count tags that have been placed, if no tag/s yet ask the appropriate personnel for the documents that will support the fixed assets.

3. Compare the prior list with the latest list of the count, verify the differences that will arise.  The reason should justify the difference, any exception noted should be documented.

4. For count tags with different name (branch) other than the branch on audit, ask the branch manager for the reason why the fixed assets were in their possession document the response/s.

5. For count tags that were tampered, ask the appropriate personnel for the reason.  The reason should be valid (ask for the documents of the fixed assets).
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	Procedures
	WP Ref.
	Done Y/N?
	By
	Date
	Comments

	6. For the fixed assets that were transferred from one branch to another branch examine the gate passes, Pull Out Slip/Transfer Slip and Receiving Report (RR).  These documents should tally as to description and the number of the fixed assets’ transferred.  Document any exception/s noted.

7. Ask for fixed assets that were out for repair.  Examine documents that will justify that it is out like gate passes, RR of the service center, etc.  When was it expected to be finish?

8. The fixed asset/s out for repair should still be included in their list, document any exception/s noted.

9. Are there any controls that can safeguard their fixed assets?  Do they monitor the ins and outs of their fixed assets?  Document the results of the inquiries.

10. Answer the Internal Control Questionnaires (ICQE-1) for Tangible Assets & CAPEX.

11. Clear all follow ups/points.


	
	
	
	
	


PERFORMED BY:
REVIEWED BY:

	
	
	

	
	
	

	Audit Assistant
	
	Audit Supervisor
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