Part 1: Request for General Documents of the Internal Audit Department

	Please provide copies of the following documents, if available:
	Provided
	Not

Available
	Reference

Number1

	1. The department's charter.
	
	
	

	2. An organization chart showing the placement of the department within the organization.
	
	
	

	3. An organization chart of the department.
	
	
	

	4. Job descriptions for each level of responsibility within the department.
	
	
	

	5. The department's long-range audit plan.
	
	
	

	6. The department's audit plan for the current period.
	
	
	

	7. The department's audit plan for the prior planning period.
	
	
	

	8. The risk analysis or listing of priorities used in developing the audit plan.
	
	
	

	9. Status reports, such as annual or other periodic reports that have been sent to executive management or the board of directors (audit committee) during the past year.
	
	
	

	10. The department's audit manual.
	
	
	

	11. Auditors' conflict of interest statements.
	
	
	

	12. The department's budget for the current year.
	
	
	

	13. The department's budget for the prior year.
	
	
	

	14. Copy of last internal review.
	
	
	

	15. Copy of last external review or quality assessment review.
	
	
	


Part 2: Request for Additional Information of the Internal Audit Department
	Please provide the following information, if available.  It would be helpful if a separate attachment were prepared for each item.
	Provided
	Not

Available
	Reference

Number1

	1) A brief history of the department, including the following:

a. The date the department was started.

b. Any change of directors in the last ten years.

c. Changes in staff size in the last ten years.

d. Significant changes in lines of reporting and internal organization.
	
	
	

	2) The following demographic information pertaining to the organization:

a. Approximate number of employees.

b. Number of operating locations.

c. Geographical locations of major organizational operations.
	
	
	

	3) A list of the professional staff, including the following information (if there is more than one location, identify each auditor by location):

a. Number of professionals at the start of the review period.

b. Current number of professionals.

c. Number of unfilled professional positions.
	
	
	

	4) The following information for each member of the professional staff. List the individuals by descending level [e.g., director, manager, and supervisor].

a. Name

b. Title

c. Years in the department

d. Years with the organization

e. Years of auditing experience

f. Related position(s) and organization(s) before joining the department.

g. Educational degree(s), institution(s) granting the degree(s), and major(s).

h. Professional certification(s) (e.g., CIA, CPA, CISA).

i. Area of specialization (e.g., EDP, engineering).
	
	
	

	5) A description of the policy and procedures used for evaluating personnel. Include samples of performance evaluation forms, if used.
	
	
	

	6) The following information about the internal audit department's training program:

a. Written policies for continuing education (attach copy).

b. Annual training hours required for each auditor.

c. The type of training records kept (include examples). 
d. The method of determining the specific training needs of individual auditors.

e. The amount of time and dollars spent on training.

f. The person responsible for coordinating training, if any.
	
	
	


Part 2: Request for Additional Information of the Internal Audit Department (Cont.)
	Please provide the following information, if available.  It would be helpful if a separate attachment were prepared for each item.
	Provided
	Not

Available
	Reference

Number1

	7) A list of any consultants used by the department.  Include their names, titles, organizations, areas of expertise, and the audit projects in which they were involved, and the type of assistance provided.
	
	
	

	8) An estimation of the percentage of audit effort the department devotes to the following reviews:

a. Reliability and integrity of financial and operating information.

b. Compliance with organizational policies and procedures, laws and regulations.

c. Safeguarding of assets.

d. Economic and efficient use of resources.

e. Accomplishment of established objectives and goals for operations or programs.

f. Responses to assertions of fraud.

g. Other (describe).  (Please provide supporting information on how percentages were determined. For example, were percentages based on estimates arrived at by staff or management consensus, on predetermined categories used for recording staff time as part of a budget management  system.)
	
	
	

	9) A list of all audits initiated from the beginning of review period. The list should include for each:

a. The title used to identify the audit and the identification number, if appropriate.

b. The status of each audit, e.g., "In Progress", "Report Issued", or "Cancelled".

c. The audit category, per the classifications identified in Section 8 above.

d. The reason for the audit. Was the audit (1) a special request or (2) part of the audit plan? If the audit was part of the audit plan, then specify the classification of the audit within the audit plan.

e. The name of the audit manager or auditor in charge.

f. Key dates pertaining to the audit:

(1) The date the audit started.

(2) The date fieldwork began.

(3) The date fieldwork ended. 
(4) The date of the first supervisory review.

(5) The date the draft report was issued.

(6) The date the official report was released.


	
	
	


Part 2: Request for Additional Information of the Internal Audit Department (Cont.)
	Please provide the following information, if available.  It would be helpful if a separate attachment were prepared for each item.
	Provided
	Not

Available
	Reference

Number1

	g. A tabulation of the total number of calendar days between  the date the audit started and the following:

(1) The date the audit started.

(2) The date fieldwork began.

(3) The date fieldwork ended.

(4) The date of the first supervisory review.

(5) The date the draft report was issued.

(6) The date the official report was released.

h. The amount of staff time charged to the audit.
	
	
	

	10) A description of the procedures for time budgeting and reporting for audits and how this information is used in planning and scheduling future audits. (Include samples of forms.)
	
	
	

	11) A description of the relationship between the internal audit department and the organization's external auditors. This description should include information on:

a. Joint work.

b. The loaning of department staff.

c. The extent of coordination in audit planning.

d. Whether audit working papers and reports are shared.

e. The compatibility of audit methodologies (e.g., similarity of flowcharting, sampling techniques, and approach to evaluating internal control.)
	
	
	

	12) A description of specific procedures followed to gain assurance of quality.
	
	
	


1 For cross-referencing purposes, please assign a reference number to each of the documents you provide and list appropriate reference number in this column.
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