Sample procedures for a Controller's Office limited scope audit. 

Note: The following procedures are meant as a guideline. Actual procedures vary based on the agency under audit and the funding the City provides to it. 

	1. Obtain from Auditee a copy of MOU, grant agreements, contracts, revenue allocations, etc. and the minutes of auditee board meetings, and budgets.

	2. Review these documents as they relate to the audit scope and objectives.

	3. Prepare a list of terms and conditions of the grant agreement or contract as they relate to the audit scope and objectives.

	4. Review relevant City departmental correspondence, and other internal management reports. Also, review documents that the auditee has submitted to the City to support claims for reimbursement.

	5. Obtain most recent external auditors report, and management letter if one was issued, and determine any issues relevant to this audit.

	6. Develop an internal control questionnaire that addresses financial and programmatic issues as they pertain to the audit’s scope and objectives statement. Administer internal control questionnaire.

	7. Review completed internal control questionnaire and discuss any unusual findings with auditee.

	8. Evaluate financial internal controls and relevant programmatic procedures, based upon the audit scope and objectives.

	

	I. Test of Revenues:

	A. For the revenues from City grant or contract, compare reported amounts to the allocated amount by the City. Resolve any discrepancies.

	B. Trace reported revenues to the general ledger. Resolve any discrepancies.

	C. Determine if the revenues from sources other than the City grant or contract are equal to the match required by the grant or contract, if applicable.

	D. Trace recorded revenue to the cash account and supporting documents of some revenues (at least XX% per month) for X sample months selected at random. Select X sample months in total to have alternates in the event that there are not revenues or expenses for the entire first X months selected. In addition to the X sample months, test June 200X for cutoff verification.

	

	II. Tests of Expenses 

	A. Obtain copies of reimbursement requests for sample months.

	B. Ensure that auditee accurately records expenses by account type and is consistent with the accounts established in the budget by agreeing accounts and amounts recorded in the general ledger with the amounts shown on the reimbursement requests.

	C. Obtain, if available, a reconciliation of the budget and actual expenses by line item for the audit period.

	D. Trace expenses to the supporting invoices, receipts, or other supporting documents, and auditee’s cancelled checks.

	E. Ensure that auditee and City properly approved expenses by comparing approved authorizing signatures with the signatures shown in the documents. 

	F. Trace program expenses to the supporting documents such as invoices or payroll registers and other program schedules. Verify that expenses paid were related to appropriate program offered by auditee. 

	G. Compare sample of events to the 12-month programming plan to confirm that events were held or services were provided.

	H. Discuss any exceptions with audit supervisor and/or auditee.

	III. Compliance Tests

	A. Follow grant or contract for specific compliance issues to be tested. For example:



	B. Written notice of public events shall be provided to the City and the public no less than 30 days prior to the program.

	C. A final report of all activities conducted during the calendar year 20X0 shall be submitted to the City no later than January 30, 20X1.

	D. Unaudited financial statements shall be delivered to the City within 60 days after the fiscal year and audited statements within 120 days after the fiscal year.

	E. The external audit report was provided to the City within 180 days after the fiscal year.

	F. The auditee will provide XXX units of service to the eligible population – for example XXX beds will be provided to the homeless during the year ended 6/30/XO. Review program reports and select 2 sample months to test in detail.

	G. The auditee will provide low-income San Francisco residents with counseling services – select XX client files and review for proof of address and pay stubs or SSI verification, and trace to counseling service sign-in sheets or alternate forms of documentation.


