Internal Audit Planing Memorandum

Sample Template


	Date
	

	To
	<insert team members> 

	School Board
	

	Prepared By
	


1.0 General Information
1.1 Internal Audit Team

The internal audit team, with roles and responsibilities, includes the following people:

· <insert internal audit names and team roles>
1.2 Duration of Internal Audit

The duration of this internal audit will be for <insert time period> commencing on <insert date>.
It is anticipated that the fieldwork, working papers and drafting of deliverables will be completed by <insert person/team completing this work>.
1.3 Location of Internal Audit

The location of the internal audit will be performed at <insert location>.
It is predicted that a site visit to <insert location> will be conducted during the course of this review.

1.4 <insert school board name> Previous Audits
<insert>
1.5 Key Contacts

	Contact
	Position
	Department
	E-mail
	Contact No.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.0 Internal Audit Objective and Scope

2.1 Internal Audit Objective
The objective of this review is to <insert internal audit objective>.
2.2 Internal Audit Scope and Approach
The scope of this review includes an assessment of <insert text here>. Specifically, this review will include:

· <insert text here>
· <insert Audit Period here>

2.3 Deliverables
Audit deliverables will consist of the following:

· <insert list of deliverables>

It is planned that the above deliverables will be delivered to you by <insert date> for your review and subsequent discussion.

3.0 High-Level Work Program
<insert details of areas being reviewed and items you will be seeking from the auditee>.
4.0 High-Level Work Schedule

	Date
	Task
	Contact

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


5.0 Key concerns of management.

6.0 Manager Sign-off

