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	Program Based on Presumed or Anticipated Conditions
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	GENERAL:
SJCCD utilizes various passenger type vehicles for operations.  These vehicles consist of sedans, pick-ups, vans and utility trucks.  Since the scope of this audit relates to passenger-vehicles, tractors and trailers are excluded from this audit.

	
	

	OBJECTIVES:
1. Determine that policies, practices, procedures and internal controls regarding contract administration exist and are adequate;

2. Ensure that all College vehicles are properly tracked, obtaining proper maintenance, insurance, etc;

3. Ensure that vehicles take home by employees have adequate justification and approval;

4. Ensure the process by which vehicles are disposed is adequate;  and

5. Ensure that driving records are properly obtained and evaluated on all drivers.
	
	

	PLANNING (Planning Section):
1. Prepare an engagement memo to announce the audit. 

2. Prepare Auditor’s Independence Statement. 

3. Obtain an understanding of the auditee’s operations through research and interviews.  Document the system of the area being audited, this includes all significant day-to-day operations and processes as it relates to contract administration; verify the accuracy of your understanding with auditee. 

4. Perform a general overview of the internal control environment and establish the scope of the audit, document in general section above.

5. Ensure that management has considered potential fraudulent activities by inquiring with management about their knowledge of fraud opportunities within the department and the steps they have taken to minimize these opportunities.   

6. Develop appropriate audit tests to provide assurance that management’s objectives are being met, and that fraudulent activities have not occurred.  Document in audit work program. 

	
	

	INITIAL AUDIT PROCEDURES (Section A):

1. General
a. Obtain the following, where applicable:
i) Policies and Procedures (P&P)
ii) Organizational Charts
iii) Prior Audit Reports
iv) External Auditor Management Reports
v) Regulatory Examination Reports
vi) Related Information Regarding Laws and Regulations

b. Review all information above to ensure:
· Compliance with all relevant policies and procedures;
· Proper segregation of duties exists (org chart + system doc);
· Corrective action plans to address noted deficiencies in prior examination reports or by external auditors have been implemented;
· Compliance with all relevant regulatory laws and guidelines.

	
	

	INFORMATION UTILIZED (Section B):

1. Forms Utilized [where applicable]

a. Obtain copies of all forms used by the department/within the area of the audit.  
b. Evaluate for adequacy and effectiveness.
c. Review forms used and practices to ensure that redundancies or inefficiencies do not exist.

2. Generated Reports [where applicable]

a. Obtain copies or samples of all reports generated for the vehicle usage, etc. and determine their use and distribution.  Include system reports and manual reports if necessary. Ensure that the information presented in these reports is tested or analyzed at some point in the audit program.  

	
	

	AUDIT TESTING  (Section C):
1. Vehicle Listing
a. Obtain the current list of vehicles in Banner.

b. Obtain a list of vehicles by department, including yea, make, model, VIN, vehicle tag number, driver associated to each vehicle, as well as a notation as to whether the vehicle is used to commute to and from work or the storage location of the vehicle.

c. Import all information into IDEA and compare Banner vehicle list to information obtained from departments.  

d. From the list obtained above determine the age of all passenger vehicles.
	
	

	2. Vehicle Test

a. Select a sample of vehicles from Banner (and dept lists) and testing the following:
i) Vehicle is recorded in Banner?
ii) Vehicle is on list maintained by the Insurance Specialist for insurance purposes?
iii) Verify that the college has the title to this vehicle.
iv) Document how easily this vehicle was located in the college.
v) The vehicle is clearly marked as an SJC vehicle.
vi) The license plate matches what is on file.
vii) Maintenance and inspections are performed timely.
	
	

	3. Auction Vehicles

a. Document the process for auctioning vehicles.
b. Obtain a list of vehicles recently sent to auction.  Randomly select a sample and ensure the titles have been transferred and the vehicles have been removed from Banner.
	
	

	4. Approved Drivers Testing

a. Document the process for the Driver Training course (i.e. who pays for this?)
b. Randomly select a sample to ensure drivers on the approved drivers list have in fact passed this course and verify that proper checks of their driving record have been obtained and evaluated.
	
	

	5. Take Home Vehicles

a. From the information obtained in Step 1. Select a sample of drivers that take home their assigned vehicles and verify that this was properly charged to their W2.
	
	

	REPORTING:
1. Document summaries of all audit findings as soon as exceptions are noted.

2. Recommend to auditee any appropriate adjustments, internal control or operational recommendations as a result of the review.

3. Determine whether to include each audit finding in final audit report based on the audit disposition, the overall materiality to the audit and the relative risk exposure.

4. Prepare the draft audit report for review by auditee.

5. Distribute tentative and preliminary report to VCFA for review.

6. Conduct closing conference with auditee and obtain corrective action plan.

7. Compile final audit report.

8. Present final report the Board Budget and Audit Committee.

9. Submit final report to distribution list.

	
	

	POST AUDIT:
1. Organize all relevant workpapers in a clear and logical and manner and cross reference audit steps to their corresponding workpapers.

2. Compile and securely store audit CYA files for reference if needed.

3. Update Audit Index with audit information.

4. Send Post Audit Survey to auditee.

	
	

	Auditor Signature:		
Date: 				







