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SECTION B-3.1 

 
QUALITY ASSURANCE CHECKLIST 

 
 
 

UHS - INTERNAL AUDITING DEPARTMENT 
QUALITY ASSURANCE CHECKLIST (QAC vJuly.05) 

 
Project Title:  

Project No.: A2005-_____ 
Audit Report No.: AR2005-____ 

Supervisor:  
Auditor-In-Charge:  

Staff:  
 

NOTES 
 

Update JOB STATUS REPORT (I:\JBSTATUS\JBSTATUS.xls) and 
AUDIT REPORT STATUS (I:\REPORTS\FY 2005\Rstat2005.xls) throughout audit. 

 
D=Director   AD=Assistant Director   S=Supervisor   AIC=Auditor-In-Charge/Staff Auditor  

 COMPLETED 
PLANNING  BY DATE N/A 

    
ASSIGNING AND SCHEDULING THE AUDIT    
    
1. Review with AD and auditee, if required, when the audit can be performed.  S 

 
   

2. Review with AD the AIC assignment for the audit project.  S  
 

   

AUDIT ASSIGNMENT AND NOTICE LETTER    
    
3. Hold planning session(s) with D, AD and AIC regarding audit’s objectives, 

preliminary risk assessment, scope, distribution matrix, time budget, auditee notice 
letter and other issues.     S 

 

   

4. Prepare and distribute an auditee notice letter.   AD     
 

   

5. Review information received regarding the auditee notice letter and expedite 
missing items with the auditee.   AIC 

 

   

RESEARCH    
    
6. Develop an Internal Control Questionnaire.  Complete the ICQ through a personal 

interview with auditee (preferred) or have auditee respond by email.     AIC 
 

   

7. Review related past audits and special projects and note findings, observations, 
opportunities for standardization, and past or open action items at I:\Follow-Up 
Audits (I:\Follow-Up Audits\CONTROL\FY2005\Control.xls).   AIC    

 

   

8. Review related websites for general and regulatory information.     AIC 
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9. Review published university policies and procedures.     AIC   
a. BOR 
b. SAM 
c. Component 

 

   

10. Review background information of auditee i.e. mission statement, identification of 
divisions/units, number of budgeted positions, annual expenditures, 
accomplishments, etc.     AIC 

 
 

   

 COMPLETED 
 BY DATE N/A 
11. Review organization chart(s), function and responsibility statements, job 

descriptions and EDP reports.     AIC 
 

   

12. Review departmental policies/procedures/desk manuals for operations.     AIC   
 

   

13. Review performance goals and performance measures to accomplish the auditee’s 
goals and objectives.     AIC 

 

   

14. Prepare a Revenue and Expense Analysis report (Appendix B) and fund balance 
reconciliation for the audit report.     AIC 

 

   

PRELIMINARY SURVEY    
    
15. Review and test, if required, financial data from the Revenue and Expense Analysis 

report (Appendix B).   AIC 
 

   

16. Understand and document processes and controls (memorandum and/or flowchart) 
by performing walk-throughs and obtaining responses from ICQs.     AIC 

 

   

RISK ASSESSMENT    
    
17. Prepare a Risk Assessment Worksheet and an Appendix B and review with D and 

AD.  S  
 

   

18. Meet with the CBA or DBA to discuss and prepare for the audit and to review 
results of the meeting with the D and AD.  S 

 

   

19. Prepare a Planning Memorandum and review with D and AD, plus obtain approval 
for any proposed changes in the audit scope or program.  S 

  

   

AUDIT PROGRAM    
    
20. Prepare a draft audit program with consideration to these areas as required.  S 

d. Compliance with state, federal, and university rules and regulations. 
e. Use of statistical and other sampling methods and the use of ACL. 
f. Consideration of flowcharting processes and controls. 
g. Consideration of efficiency and effectiveness of operations. 
h. Results of planning meetings held with the D and AD. 

 

   

21. Obtain approval for the audit program including budgeted hours for the audit.  S 
 

APPROVAL IS REQUIRED TO BEGIN FIELDWORK. 
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ENTRANCE CONFERENCE    
    
22. Prepare Entrance Conference documents and save to Audits in Progress.   S      

i. Agenda 
j. Copy of  Scheduled Audits – FY 200X (highlight audit project)         
k. Audit Program with Appendix B 
l. Completed Audit Programs – Departmental Reviews          
m. Distribution Matrix 
n. Risk Assessment Worksheet 
 

   

23. Submit a list of attendees and request the Administrative Assistant to schedule an 
Entrance Conference.   AIC 

 
 
 

   

 COMPLETED 
 BY DATE N/A 

FIELDWORK    
    
24. Perform audit program steps, document results and maintain work papers.  Use 

ACL as appropriate.     AIC   
 

   

25. Hold a D/AD/S/AIC review meeting(s) on an ASAP/impromptu basis to discuss 
possible findings, observations, and opportunities for standardizing/ economizing 
resources when determined during the fieldwork phase.    AIC   

 

   

26. Draft agreed upon findings and observations.  Include support documentation in the 
workpapers.  Cross-reference draft write-ups to the audit work papers.     AIC 

 

   

27. Obtain approval for the draft findings and observations from AD then distribute to 
auditee with a request for a management response, if required.   AIC 

 

   

28. Log all findings, observations and opportunities for standardizing/economizing 
resources on the Findings Summary (I:\Toolkit 
(Control)\Forms\Findings\Findings Summary (template).xls) form.     AIC    

 

   

29. Prepare audit files in standard form.  Verify that all work papers are included and 
all file sheets initialed and dated.  Verify that the proper file front is used.     AIC   

 

   

30. Review the audit file to ensure there is sufficient evidence to support conclusions 
and that all audit objectives have been met plus that audit files are complete.  Sign 
and date each working paper.     AIC 

 

   

REPORT & DISTRIBUTION    
    
31. Request from auditee their background statement to include in the audit report if 

not already received.   AIC 
 

   

32. Assign an audit report number by completing the Report Distribution Matrix – 
Consolidated (RPTSCHED at I:\BORAGNDA\FY05) form.     S 

 

   

33. Add an audit report folder to I:\Audit Reports in Progress\FY200X.   S 
 

   

34. Prepare a draft audit report including these documents.   AIC 
o. Executive Summary  
p. Distribution Matrix 
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q. Draft Audit Report  
 

35. Hold D/AD/S/AIC review meeting(s) to discuss and hash out particulars of the 
draft audit report for the 1st distribution.   AIC 

 

   

36. Have D and AD approve each distribution.  Hold D/AD/S/AIC review meeting(s) 
to discuss any changes resulting from each previous distribution.   AIC 

 

   

37. Complete an Action Plan and a follow-up Action Database as a second tab to the 
Excel workbook containing the Report Action Plan.  AIC 

 

   

38. Review the Report Distribution Matrix – Consolidated (RPTSCHED at 
I:\BORAGNDA\FY05) form for completion following each distribution.     AIC 

 

   

39. Cross-reference the 1st distribution audit report to the work papers.     AIC 
 

   

40. Update work papers as necessary regarding all distributions.     AIC 
 
 

   

 COMPLETED 
 BY DATE N/A 
41. Provide a list of attendees to the Administrative Assistant to schedule an Exit 

Conference.   AIC 
 

   

42. Complete the following items and save them to Distribution 6 (Final) under Audit 
Reports in Progress.   AIC   
a. File Front (I:\Toolkit (Control)\Forms\File Forms\Filefront STANDARD 

TEMPLATE.xls) for the Director’s File 
b. Audit Feedback Questionnaire I:\Toolkit (Control)\Entrance 

Conference\Questionnaire-AR0X-XX (5-11-04).doc (edit and list recipients) 
c. Final Distribution Memo  (edit and list recipients)  

 

   

43. Complete the Quest 200X (I:\REPORTS\FY 2005\Quest2005.xls) form.  AIC 
 

   

44. Archive the audit program to I:\Auditadm\Audit Programs – Archive and the audit 
ICQs to I:\Auditadm\ICQs – Archive.   AIC    

 

   

45. Perform a Point Disposition review of the audit work papers.  S 
[AIC clears all points, initials/dates the form and returns the form to S.  The Point 
Disposition form is then placed in File B for AD’s review.] 

 

   

46. Include in the Administrative File: the Project Status Report (Time Budget), this 
completed QAC form, and the Audit File Second Review Checklist.     S 
 

   

FORMS AND FILING AUDIT WORKPAPERS    
    
47. Complete the Internal Audit Reports File Index (I:\REPORTS\FY 2005\AR-

FL05.xls) form.     AIC 
 

   

48. Complete the Internal Audit Report Recommendations – Summarized by Area 
( SUM at I:\BORAGNDA\FY05) form.     AD 

 

   

49. Complete the Post Audit Review Form (I:\Toolkit (Control)\Forms\Quality 
Assurance Forms\Post Audit Review Form (7-14-05).doc) and place in File B for 
AD’s review. 
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50. Verify that work papers are ready for sign-off by the AD.     S 
 

   

51. Review files, the Second Review Checklist and coordinate filing work papers.     
AD 
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AUDIT FILE SECOND REVIEW CHECKLIST 

 
 

Reviewer / Date:  /  
 

(Estimated time for completing the review should not exceed 2 hours.) 
 

 
For each QA item listed below, perform the following review: 

 Verify the item is initialed and dated by the auditor 
 Determine whether the stated action has been performed as documented or found in the audit files 

 
After reviewing each QA item: 

 Place a √ in the indicated space 
 Initial and date the reviewed item by the QAC # above 
 Comment below when the review does not meet your expectation for completion 

 
 
QAC 

# 
Audit Step √ Comment 

17 Prepare a Risk Assessment Worksheet and an Appendix B and 
review with D and AD.  S  
 
 

  

19 Prepare a Planning Memorandum and review with D and AD, 
plus obtain approval for any proposed changes in the audit scope 
or program.  S 
 
 

  

21 Obtain approval for the audit program including budgeted hours 
for the audit.  S 
 
 
 

  

28 Log all findings, observations and opportunities for standardizing 
/economizing resources on the Findings Summary form.  AIC 
 
 

  

29 Prepare audit files in standard form.  Verify that all work papers 
are included and all file sheets initialed and dated.  Verify that 
the proper file front is used.  AIC 
 
 

  

30 Review the audit file to ensure there is sufficient evidence to 
support conclusions and that all audit objectives have been met 
plus that audit files are complete.  Sign and date each working 
paper.  AIC 
 
 

  

39 Cross-reference the 1st distribution audit report to the work 
papers.  AIC 
 
 

  

 


