Audit Planning and Scoping Checklist
This checklist should be used when planning the nature, timing and extent of work on an individual audit assignment where the design effectiveness and/or operational effectiveness of any business process are to be examined. It should be used in connection with the planning and scoping memorandum template to prepare detailed instructions for the work.

This checklist is usually completed by the regional manager who may assign responsibility for certain steps to the person who will be in charge of the field work. 
NAME OF SCHOOL BOARD ________________________________________
NAME OF ASSIGNMENT ________________________________________

LOCATION _______________________________________________________

ESTIMATED START AND COMPLETION DATES ____________________________

ESTIMATED ASSIGNMENT HOURS  _______________________________

	Step
	Reference (e.g. to supporting documents)
	Done by or N/A

	Obtain all instructions and scoping decisions made during overall audit planning as a means of ensuring that detailed planning will be consistent with the audit manual.
	
	

	Obtain and consider planning memoranda and related work papers for similar engagements and make best use of these sources during planning. For example, a similar engagement conducted at another school board.
	
	

	Obtain and consider the prior internal audit of the process and consider whether any of this material could be updated and re-used:
· Previous work papers;
· Most recent report;
· Status of management action on all findings.
	
	

	Determine whether any work needs to be done to verify management’s remedial actions on previous internal audit findings reported as cleared.
	
	

	Consider the work planned for or already done by the external auditor for this auditable unit (normally this is done through periodic meetings rather than on an individual auditable unit basis), and determine the impact this may have on the nature, timing and extent of the internal audit work now being planned.
	
	

	Consider any documentation or testing performed by management to discharge responsibilities or as part of a self-assessment process results that may impact your plan, if any, and consider the impact on the scope of internal audit work (usually determined through periodic meetings with management).
	
	

	Ensure that management and other officers within the school board have been notified about and agree to the dates for the audit to be performed (typically performed six weeks prior to the start of fieldwork, information requests may be made at this time).
	To align with the audit manual.
	

	Determine the nature and extent of participation in the planning process that the manager wants to undertake in order to approve the planning and scoping memorandum.
	
	

	Make and/or record decisions and instructions concerning the following:
	
	

	· The objectives of the assignment;
	
	

	· A description of the process to be examined, including its boundaries and the sub-processes to be included;
	
	

	· The transaction types to be included, including consideration of individually significant events and transactions and the audit work to be done in respect of them;
	
	

	· The key risks to be addressed during the assignment;
	
	

	· The coordination with specialists, if required, for the planning, performance of work and/or review of results;
	
	

	· Determine the sampling approach to be used.
	
	

	Assign responsibility for the development and review of work programs all to be done before work commences.
	
	

	Completed work programs reviewed by the regional manager. 
	
	

	Prepare a budget for the work that shows who is responsible for and the time for at least each of the following:

· Supervision;
· Job administration activities;
· Review of results and work papers;
· Attendance at client meetings;
· Performance of each major section of the work (often for each sub-process or transaction type);
· Clearance of findings and meetings with management;
· Drafting and review of reports;

· Total hours for the job.
	
	

	Where the work program is designed by the Ministry, please ensure all areas of risk are identified.
	
	

	Document or update details of key client contacts and how to reach them, special instructions to follow and notes regarding key concerns of client management.
	
	

	Hold an opening meeting of relevant audit staff before the work commences and review all planning documents and results.
	
	

	Hold an opening meeting of relevant client staff before the work commences and review all planning documents and results
	
	

	Was all the above documented or referenced to the planning and scoping memorandum?
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