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- 1. Head of Department prepares Annual Audit Plan. e Annual Audit Plan
tart

y

1. Prepares audit
plan

v

2. Select audit plan

v

2. Select audit from Annual Audit Plan.

e Annual Plan

3. Inform auditee and CEO via email and notify Audit
Committee (AC) through memo at least 1 week prior
to commencement of audit.

e Email/Memo

3. Notify auditee, CEO and AC —|

4. Open audit file

!

5. Initiate audit pre-planning
stage

y

6. Conduct audit entry
meeting with auditee

A

7. Start onsite audit

A 4

8. Prepare audit
finding/observation in
audit report

A 4

Cont’d
Step 9

4. All support documents related to the audit will be kept

in the file.

5. Task during pre-planning stage:

a) Liaise with MIS for data generation, if
necessary.

b) Prepare exception report based on the data
generated earlier.

c) Prepare audit sample listing and email to auditee
prior to entry meeting.

d) Prepare/update audit program.

e) Prepare working paper.

f) Review auditee work process/manual
evaluate any flaws/discrepencies.

g) Request staff specimen signature reference.

and

e Listing

6. Date of entry meeting should be agreed by both
auditor and auditee. The Head of Department /Unit
should be present during the exit meeting. If HOD
could not attend the meeting, HOD should inform
auditor and appoint representative for the entry
meeting.

7. During onsite audit, do the following:

a) Walkthrough test (by observation, interview, etc.)

b) Review and evaluate the existing control
monitoring system by testing using the audit
sample.

¢) Use working paper to record audit work.

d) Identify weaknesses/discrepencies and conform
the observation.

8. Gather all findings/observation and prepare the draft
audit report.

e Draft audit report




13. Filea
copy of audit
report

copy of the report will be circulated to Audit
Committee, CEO and auditee.
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9. Inform auditee on the finalisation of report and set | ¢ Fmail
91 S it axit date for exit meeting via email. Date of exit meeting
meeting should be agreed by both auditor and HOD.
v
l HOD must be present during the meeting. Staff
10 Diapas forlingin it present is not compulsory. The draft of detailed audit
T it result will be attached in the email. Auditees have to
provide response within a timeframe given by the
auditor.
\ 4
11. Incorporate auditee 10. If there is disagreement on findings, auditee should | ¢ Audit Finding
response in audit detail report inform auditor and if valid, auditor will drop the
findings.
i 11. After receive the auditee’s response (as agreed in the | o Final Audit Report
13, Finaliseand table audit exit meeting) via email, incorporate it in the final
report to AC meeting audit.
12. Final Audit report to be tabled in AC meeting and a | ¢ Final Audit Report

13. Audit report should be filed together with audit
program, working paper, etc. for future reference.
Audit file should be kept as least 7 years before any
disposal to be done.

e Final Audit Report
e Audit program
e Working paper
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