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Procedures for the Performance of the Internal Audit in an Institution

Issued pursuant to

Section 9, Paragraph three of

the Internal Audit Law

I. General Provisions

1. These Regulations prescribe the procedures for the performance of the internal audit in an institution.

2. These Regulations shall apply to the organisation of work of the internal audit units of ministries, secretariats of ministers for special assignments and the State Chancellery (hereinafter – the ministry), as well as of institutions subordinate to the ministry (hereinafter – institutions), and the performance of the internal audit.

II. The Internal Audit System
3. The internal audit system shall be determined in the ministry by an appropriate decision, and it shall indicate:

3.1. the institutions included in the workload of the ministry’s internal audit unit;

3.2. the institutions, in which the internal audit units are to be established, and the procedures for the submission of reports of such units; and

3.3. the duties and rights of an internal audit unit of the ministry in the methodical management of the internal audit units of institutions.

4. The rules of an internal audit unit shall determine the structure, functions, main tasks, workload of the internal audit unit, the rights, duties, responsibility of the internal audit unit and the reporting procedures to the State Secretary or the head of the unit. The rules shall indicate the load of consultative work to be provided by the internal audit unit.

[1 August 2006]
5. The State Secretary or the head of an institution shall approve the procedures for the performance of the internal audit in the ministry or institution. The procedures shall determine the supervision of stages of the organisation of work of the audit, the documentation of the audit process and the following main stages of the organisation of work of the internal audit unit:

5.1. the development of plans of the internal audit units;

5.2. the planning of the internal audit;

5.3. the development of the internal audit programme;

5.4. conducting of examinations;

5.5. the assessment of the internal control;

5.6. the development of the internal audit draft report;

5.7. the harmonisation of the internal audit draft report;

5.8. the development of the internal audit report;

5.9. the submission of the report to the State Secretary or the head of the institution and approval of the schedule for the introduction of recommendations;

5.10. closing of the internal audit;

5.11. the supervision of the introduction of the internal audit recommendations; and

5.12. closing of the audit file.

[1 August 2006]
III. Independence and Impartiality of the Internal Audit
6. An internal auditor shall be independent if it may perform the work duties thereof impartially.

7. An internal auditor, in performing the internal audits, shall be impartial if he or she:

7.1. acts or makes conclusions that comply with the reality and he or she is not biased or prejudiced;

7.2. does not allow compromise in relation to the quality of the audit to be performed; and

7.3. in assessing the information obtained during the audit, relies on facts and is not influenced by an opinion expressed by others.

8. The independence and impartiality of an internal auditor may be influenced by:

8.1. the restriction of the workload specified in the rules;

8.2. the limited access to documents, financial resources, premises and other material values;

8.3. the restriction of the scope of the internal audit;

8.4. the auditing of such system, which the relevant internal auditor has developed, introduced, managed or for the operation of which has been responsible during the preceding year; or

8.5. the conflict of interests.

9. If the independence and impartiality of an internal auditor is being influenced, the internal auditor shall inform the head of the internal audit unit without delay, and the head of the internal audit unit shall inform the State Secretary or the head of the institution.

10. If the State Secretary or the head of the institution does not take a decision in order to prevent the influence on the independence and impartiality of an internal auditor, the head of the internal audit unit shall inform the next highest official and the Internal Audit Council.

11. Involvement of an internal auditor in examinations of other types, investigation, provision of consultations shall be documented in accordance with the procedures, by which the internal audit is to be performed in the ministry or institution, approved by the State Secretary or the head of the institution.

[1 August 2006]
12. If an internal auditor discovers irregularities, his or her duty is to notify the head of an internal audit unit regarding it in writing without delay. The head of the internal audit unit shall inform regarding the irregularities determined in accordance with the procedures specified in the Internal Audit Law.

[1 August 2006]
IV. Comparative Examinations
[1 August 2006]

13. [1 August 2006]

14. [1 August 2006]

15. [1 August 2006]

V. Planning of the Work Load of the Internal Audit

[1 August 2006]
16. An internal audit unit shall prepare the strategic plan of the internal audit unit (hereinafter – the strategic plan) for a time period of 3 to 5 years and shall update it once a year. The strategic plan shall indicate:

16.1. an explanation regarding the strategy of the internal audit;

16.2. the assessment of the impact of risk factors to the systems to be audited;

16.3. the systems to be audited;

16.4. the scope of the audit;

16.5. the priority of the audit;

16.6. the total risk assessment;

16.7. the days of the audit; and

16.8. the preceding year of the system audit.

17. On the basis of the strategic plan, an internal audit unit shall develop the annual plan of the internal audit unit (hereinafter – the annual plan). The annual plan shall specify the system to be audited, the number of days necessary for the internal audit, the time of performance of the internal audit and the internal auditor.

18. An internal audit unit shall develop the long-term development plan of the internal audit unit (hereinafter – the long-term development plan) for a time period of at least 5 years. The long-term development plan shall include information regarding the objectives, resources (financial and staff) of the internal audit unit, the analysis of the operation, priorities of development of the unit, results to be achieved thereby. The long-term development plan shall be submitted to the State Secretary or the head of the institution for approval. The head of the institution shall ensure the submission of the long-term development plan to the State Secretary within a time period of 2 weeks after the approval thereof.
19. An internal audit unit shall develop the study plan for the internal auditors for half-year or 1 year, including the information regarding the planned studies therein.

20. The strategic plan, the annual plan and the study plan for the internal auditors of an internal audit unit:

20.1. shall be approved by the State Secretary or the head of the institution by 15 December of the current year; and

20.2. shall be submitted by the head of the institution to the State Secretary by 20 December of the current year.

20.1 The State Secretary shall ensure the submission of the plans of the ministry and institution to the State Audit Office and the Ministry of Finance by 30 December of the current year.

20.2 The head of an internal audit unit shall update the plans if essential changes are intended and shall submit them to the State Secretary or the head of the institution for approval:

20.2 1. the head of the institution shall ensure the submission of the updated plans to the State Secretary within a time period of 2 weeks after the approval of changes;

20.2 2. the State Secretary shall ensure the submission of the updated plans to the State Audit Office and the Ministry of Finance within a time period of 2 weeks after receipt of the plans of the institution or approval of the updated plans of the ministry.

VI. Management of an Internal Audit Unit
21. A manager of an internal audit unit shall:

21.1. ensure the supervision of performance and work quality of the internal audit throughout all stages of the internal audit and, where necessary, shall change the work load of the internal audit or terms for the development of the internal audit report, as well as inform the State Secretary or the head of the institution regarding essential changes;

21.2. organise the receipt of a competent consultation or assistance from experts or consultants if the employees of the internal audit unit lack the knowledge, skills or other experience, which is necessary for the implementation of the whole internal audit or any stage of the internal audit;

21.3. be responsible for the establishment of the efficient supervision system, which ensures the implementation of the annual plan;

21.4. in appointing the internal auditor, take into account all potential and existing conflicts of interests;

21.5. at regular intervals, where it is useful, assign the internal auditor to perform the internal audits in other systems to be audited and shall ensure the rotation of internal auditors; and

21.6. examine the results of the work of the internal audit in order to ascertain that the work has been performed impartially, qualitatively and in due time.

[1 August 2006]
22. Examinations performed by the head of an internal audit unit shall be registered in the working documents of the internal audit.

23. The head of an internal audit unit shall ensure a periodic internal assessment of the work of the internal audit unit.

VII. Stages for the Performance of the Internal Audit
24. When commencing the internal audit, an internal auditor shall identify the system, in which the internal audit is being performed, and shall develop the working plan of the audit task. The head of the internal audit unit shall approve the working plan. The working plan of the audit task shall indicate the objectives of the system to be audited, the objectives of control, the objectives of the internal audit, the scope of the internal audit and other information.
25. After preparation of the working plan of the internal audit task an internal auditor shall develop the internal audit programme. The internal audit programme shall determine the main risk factors of the system, the types of necessary control and identification, the analysis and assessment of information. The head of the internal audit unit, prior to the commencement of the initial audit examination, shall approve the internal audit programme. The internal auditor shall harmonise the changes in the audit working programme with the head of the Internal audit unit.
[1 August 2006]
26. An internal auditor shall identify, obtain and examine the plausible, adequate and valid information necessary for the achievement of the objectives.

27. An internal auditor, taking into account the objective of the audit, shall select the appropriate examination methods and shall perform the relevant examinations.

[1 August 2006]
27.1 After the assessment of the results of the examinations an internal auditor shall prepare the internal control assessment, which provides detailed information regarding the performed examinations and the results thereof, conclusions and recommendations for the improvement of the internal control system, specifying the reference regarding the results of the performed examinations in accordance with the methods of examination specified in the internal audit programme. The internal control assessment prepared by the auditor shall be approved by the head of the internal audit unit.

[1 August 2006]
28. An internal auditor shall compile all the working documents of the internal audit in the internal audit file.

29. The head of an internal audit unit shall be responsible for the storage of the internal audit files.

30. An internal auditor is entitled to reveal the information obtained during the internal audit to the third person only with the permission of the State Secretary or the head of the institution.

31. An internal auditor shall be personally liable for the storage of the documents issued by the unit or institution audited.

32. An internal auditor shall prepare the internal audit draft report regarding each internal audit performed. The draft project shall include the objective of the internal audit, the work load, the restrictions of the scope of the internal audit, the facts detected, the conclusions and recommendations. An integral part of the draft project shall be the draft of the schedule for the implementation of recommendations. The head of an internal audit unit shall send the internal audit report draft to the head of the institution or unit to be audited for assessment.
[1 August 2006]
33. The head of an internal audit unit shall ensure the assessment of the comments provided by the head of the institution or unit audited regarding the internal audit report draft, the discussion and, where necessary, specification of the draft project, as well as the development of the report.

[1 August 2006]
34. The internal audit report shall be submitted to the State Secretary or the head of the institution. The State Secretary or the head of the institution shall approve the schedule for the implementation of the internal audit recommendations, where the terms for the implementation, the priority of the recommendations and the responsible persons are specified.

[1 August 2006]
35. The State Secretary or the head of the institution shall determine, which responsible officials are to be familiar with the internal audit report. The head of the internal audit shall ensure that the responsible persons are familiar with the internal audit report.

36. The head of an internal audit shall ensure that the developed internal audit reports are precise, impartial, constructive, complete, timely and businesslike.

36.1 The audit shall be closed after the approval of the schedule for the implementation of the audit recommendations.

[1 August 2006]
37. An internal audit unit shall ensure the supervision of the implementation of the recommendations approved by the State Secretary or the head of the institution. The head of the internal audit unit shall inform the State Secretary or the head of the institution, who takes a decision regarding the further action, as regards the non-fulfilment of the approved recommendations and the reasons of non-fulfilment.

[1 August 2006]
37.1 An audit file shall be closed after the implementation or cancellation of the approved audit recommendations.

[1 August 2006]
VIII. The Internal Audit Reports
38. An internal audit unit shall prepare and submit to the State Secretary or the head of the institution the report regarding the internal auditors appointed to the office and removed from the office within the relevant half-year period. The report shall indicate the number of staff units in the internal audit unit, the position, given name, surname of the internal auditor, the date of appointing to the office thereof, the date of transfer to another position, the date of removal from the office and the reasons for the  removal.

[1 August 2006]
38.1 The report referred to in Paragraph 38 of these Regulations:

38.1 1. shall be submitted to the State Secretary by 15 January and 15 July of the current year by the head of the institution; and

38.1 2. shall be submitted to the Ministry of Finance by 30 January and 30 July of the current year by the State Secretary.

[1 August 2006]
38.2 The Ministry of Finance shall submit to the Internal Audit Council the joint report regarding the internal auditors appointed to the office and removed from the office within the relevant half-year period by 15 February and 15 August of the current year.

[1 August 2006]
39. [1 August 2006]

40. [1 August 2006]

41. The head of the institution shall inform the State Secretary regarding the appointment to the office or removal from the office of the head of the internal audit unit within a time period of 1 week and specify the reasons for the removal thereof.

42. The State Secretary shall inform the Internal Audit Council and the Ministry of Finance regarding the appointment to the office or removal from the office of the head of the internal audit unit of the ministry or institution within a time period of 2 weeks and specify the reasons for the removal thereof.

43. The head of the Internal audit unit shall prepare and submit for approval to the State Secretary or the head of the institution the report regarding the operation of the internal audit unit by 15 January of the current year.

44. The heads of such institutions, where the internal audit units have been established, shall ensure the provision of the reports regarding the operation of the internal audit unit to the State Secretary by 20 January of the current year.

45. The report regarding the operation of an internal audit unit shall include information regarding the planned and performed internal audits, the fulfilment of the annual plan and the reasons for the non-fulfilment thereof, the assessment regarding the internal control system in the ministry or institution, the most essential facts and recommendations detected in the internal audits, the number of the recommendations expressed in the internal audit, the reasons of the non-approved recommendations and non-implemented recommendations of the State Secretary or the head of the institution, the training of the employees of the internal audit unit, co-operation with the State Audit Office, involvement in consultancy work and another significant information in accordance with the structure of the report developed by the Ministry of Finance.

46. The State Secretary shall, by 30 January of the current year, submit to the Ministry of Finance and the State Audit Office the annual report of the operation of the internal audit units of the ministry and institutions, as well as the compiled annual report of the operation, which includes the information regarding the fulfilment of the annual plan and the reasons for the non-fulfilment thereof, the number of the recommendations expressed in the internal audit, the reasons for the non-approved recommendations and non-implemented recommendations of the State Secretary or the head of the institution, the employees of the internal audit unit, as well as the information regarding the most essential conclusions made in the internal audit and another significant information.

47. The Ministry of Finance shall, by 15 March of the current year, prepare and submit to the Internal Audit Council for examination the annual report regarding the operation of the internal audit system in the ministries and institutions, which includes the information regarding the fulfilment of the annual plan and the reasons for the non-fulfilment thereof, the number of the recommendations expressed in the internal audit, the reasons of the non-approved recommendations and non-implemented recommendations of the management, the employees of the internal audit unit of the ministries and institutions, as well as the information regarding the most essential conclusions made in the internal audit, the recommendations and other significant information.

[1 August 2006]
48. The Ministry of Finance shall, by 1 June of the current year, submit to the Cabinet and the State Audit Office the report regarding the operation of the internal audit system in the ministries and institutions together with the opinion of the Internal Audit Council in accordance with the procedures specified.

[1 August 2006]
Prime Minister 


E. Repše

Minister for Finance 


V. Dombrovskis
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