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Preliminary Review Program



	Steps to be Performed
	Prepared by
	Workpaper Reference

	1
	Review prior audit file.


	
	

	2
	Review prior audit reports and responses.  Read, identify, and denote specific sections for inclusion as work to be performed in the Program.


	
	

	3
	Review authoritative guidelines including:

· Board Policies,

· Administrative Regulations, and

· Texas Education Agency Financial
      Accountability System.

for subject areas related to the review.  Read, identify, and denote specific sections for inclusion as work to be performed in the Program.


	
	

	4
	Review most recent annual financial report as an overview of the subject area.


	
	

	5
	Review district organization chart.  Identify key staff people from the organization chart based on their area of responsibility as it relates to this project.


	
	

	6
	Prepare engagement letter.


	
	

	7
	Contact, schedule, and arrange for an entrance conference with pertinent personnel.  Document the conference as to attendees and subjects of discussion.


	
	

	8
	Obtain a department organization chart.  From the chart, identify the key staff people based on their area of responsibility as it relates to this project.


	
	

	9
	Obtain job descriptions of the key staff people.


	
	

	10
	Obtain copies of department policies and procedures.  Read, identify, and denote specific subjects for inclusion as work to be performed in the Program.


	
	

	11
	Schedule interviews and walk-through of area(s) pertinent to this project.  Document the interviews by preparing a system narrative.


	
	

	12
	List pertinent accounting records as they relate to this project.


	
	

	13
	Obtain copies of pertinent contracts, correspondence, and other records.  Review, identify, and denote specific subjects for inclusion as work to be performed in the Program.


	
	

	14
	Obtain or prepare a map and floor plans of locations related to this project.


	
	

	15
	Based on the above steps, identify and evaluate existing internal controls by area.


	
	

	16
	Prepare a Program designed to test the system as described in the above steps.
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