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Annexure L - Audit Completion Checklist

AUDITEE:
PERIOD OF AUDIT:

S. INITIALS
NO. PARTICULARS YES NO N/A AND DATE

12. Post audit
Is all our work properly documented on
the current file, including lead schedules,
conclusions, AP initialled, dated and cross-
referenced to our working papers?

13. Have the draft internal audit report been
checked and cross-referenced to our
working paper?

14. Have we ensured that:

e Our internal audit report s
appropriately worded?

e There is sufficient documentation
available in the working papers to
support our conclusion?

15. Where instructions have been received from
the Audit Committee/ Chairman, have all
requirements been carried out?

16. Has other audit implications  been

- considered?

17. Have working papers been reviewed to
ensure that:

* They include no comments which
could be considered misleading or
embarrassing?

* All outstanding matters and review
points have been satisfactorily
disposed off

The documented results of the work
done support our audit?

18. Have all relevant time recording been
completed and budget variances been
explained?
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Annexure L — Audit Completion Checklist

AUDITEE:

PERIOD OF AUDIT:

S. INITIALS
NO. v>—ﬂ._.HnC_.>Wm YES NO N/A AND DATE

Completed by omucd\ Director Audit

(Initials and date)

(Approved by HO-IAW)

(Initials and date)
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Annexure M - Audit File Checklist

Page 1 of 2

AUDITEE:

PERIOD OF AUDIT:

Particulars

Do all the columns contain appropriate headings and
descriptions such as number of units, type of currencies and
other particulars?

Have the descriptions of large and unusual items and the
methods of performance of the steps, been included in the
conclusion of the AP steps for review of large and unusual items?

Is the detailed planning including the areas allocated to the team
members, area wise budgeted hours together with initials of
team members properly filed?

If there is a situation of scope limitation, has this matter been
dealt with, properly filed in the current file?

Are all the respective components of the working papers file
been signed along with the respective dates by the preparer and
reviewer?

Are all audit memos issued complete in all respect and signed off
by the preparer and the reviewer along with the respective
dates?

Are the audit memos issued acknowledged by the auditee?

Has the audit files been updated?

Have we highlighted points for attention at the next audit in the
planning file?

10. Are all observations including those not considered for further

actions have been discussed with the auditee and appropriate
actions taken and properly documented in the working papers?

Done by Initials
and Date)
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-_ Annexure M - Audit File Checklist

Page 2 of 2
- AUDITEE: o o
PERIOD OF AUDIT:
- Done by
Particulars Initials
- and Date)
' 11.Have we ensured that each observation in the audit report
including annexure to such observations are properly referenced
- and to support working papers and ticked off by the reviewer?
12.Have we ensured that important miscellaneous papers are
-M properly placed in the working paper files?
13.1Is the planning file and current file signed off by the Director Audit
and the head of internal audit before closure of such file?
—y 14. Are working papers, including schedules given by the auditee
management referenced to the AP?
! 15. Are casting, calculation and other audit ticks placed properly in
the working papers?
_M 16.Have all figures in the final set of Draft and Final Internal
Audit report been referenced to the working papers?
—ﬁ 17. Has copy of the final set of audit report been completely referred
; and filed in the summary file?
E Initials Date
i Prepared by:
Reviewed by:
|
|
N
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Annexure N - Internal Audit Report

Findings which, although not fundamental to the systems,

Priority 2 provide scope for improvements to be made.

Findings concerning issues which are considered to be of minor

Priority 3 nature, but nevertheless need to be addressed.

Page
No

Process/Sub

Process Observation Agreed Management Actions Risk Priority

Control Objective

erva S

Implications
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Annexure N - Internal Audit Report

Prior

Responsibili

nnex

92| Internal Audit Manual | National Highway Authority - NHA




Annexure O - Follow Up Report

FOLL P REPORT
Objective
ope:

imitation
Methodology:
Executive Summary

Process/Sub Observation Initial Management Follow up Status

Process Response as on ... Activities Rating
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Annexure O - Follow Up Report

isk Priorit
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Annexure P — Audit Satisfaction Survey

UDITEE SATISFACTION SURVEY

Audit Title

Head of Internal Audit/Director Audit

Deputy Director / Assistant Director Audit

Audit Team

Thank you for taking the time to complete an Auditee Satisfaction Survey. In order to help us
improve the quality of our services, please indicate the importance of each internal audit
activity to you and your function/wing as well as the effectiveness of our performance level by
placing a check in the appropriate boxes below.

Clearly communicate the preliminary scope,
audit objectives, and anticipated timing of
the audit report/testing results?

Keep you informed of observations and the
overall status of the project?

Effectively focus our audit efforts on key
processes, controls, and business risks?

Conduct themselves in a professional,
courteous, and tactful manner?

Execute the audit in an efficient manner with
minimal disruption to operations?

Develop and demonstrate sufficient
knowledge of your processes, controls, and
business risks?
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Annexure P - Audit Satisfaction Survey

Provide you appropriate opportunity to
discuss and validate the content of the audit
report/testing results?

Write a report/testing results that is clear,
concise, and provides an accurate
assessment of internal controls and
operations?

Issue the audit report/testing resuits in a
timely manner?

Taking into account your responses above, please rate your overall satisfaction with the audit

by placing a check in the appropriate box below:

] <m...< . > Very
Dissatisfied Satisfied
D O 1 ] O

Comments/Suggestions:

Your Name and Title: Date:
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Annexure Q - Internal QAIP Checklist

Questions

Reason

Is the internal auditing activity organized in a
way that allows for the NHA independence?

Are you satisfied that the internal auditors are
objective in performing audits?

Are you satisfied with the method and the
frequency of reporting to management and
the Board?

Are the technical proficiency and the
educational background of each internal
auditor appropriate for the audit being
performed?

Does the internal audit activity as a whole
possess the knowledge, skills, and disciplines

necessary to carry out its audit

responsibilities?

Does the internal auditing activity use
consultants where special disciplines are
required?

Are you satisfied with the amount of
supervision given to audits?

Do you consider it necessary for the review
team to evaluate this area?

Do the internal auditors comply with
professional standards of conduct?

10.

Are you aware of exceptions by any person
who is a member of the staff?

11.

Do you believe that each internal auditor
possesses the knowledge, skills, and
disciplines that are essential in performing
internal audits?

12.

Are the internal auditors skilled in dealing with
people and in communicating effectively?

13.

Do the internal auditors maintain their
technical competence through continuing
education?

14,

Do you believe that each internal auditor
exercises due professional care in performing
audits?

15

Do the internal auditors review the reliability
and the integrity of financial and operating
information and the means used to identify,
measure, classify, and support this
information?
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Annexure Q — Internal QAIP Checklist

e

Questions

e

<mm\20\ ;.

N/A

Reason

16.

Do the internal auditors review the systems
established to ensure compliance with
policies, plans, procedures, laws, and
regulations?

17.

Do the internal auditors determine whether
the NHA is in compliance?

18.

Do the internal auditors review the means to
safeguard assets

19.

Do they test-verify the existence of such
assets?

20.

Do the internal auditors appraise the economy
and the efficiency with which the NHA’'s
resources are employed?

21,

Do the internal auditors review operations or
programs to ascertain that:

» Results are consistent with established
objectives and goals?

» Operations or programs are carried out
as planned?

» Controls are in place to contribute to the
attainment of objectives?

22.

Are internal audits planned in advance? Are
you involved in the planning process? Are you
satisfied with the planning process?

23.

Do the internal auditors adequately collect,
analyse, interpret, and document information
to support audit results?

24.

Do the internal auditors adequately report the
results of their audit work?

25.

Do the internal auditors adequately follow up
to ascertain that appropriate action is taken
on reported audit findings?

26.

Do you have a statement of purpose,
authority, and responsibility (charter) for the
internal auditing activity?

27.

Do you have established plans to carry out the
responsibility of the internal auditing activity?

28.

Are plans based on the organizations risk
management process and criteria such as
financial exposure, potential loss, risk, etc.?

29.

Have you provided written policies and
procedures to guide the internal audit staff?

30.

Do you have a program for selecting and
developing the human resources of the
internal auditing activity?
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Annexure Q - Internal QAIP Checklist

Questions

Yes/ zo,\
N/A

Reason

Do you coordinate internal and external audit
31. efforts and with those of other compliance
groups within the NHA?

Do you have and maintain a quality assurance
32, program to evaluate the operations of the
internal auditing activity?
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