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SUBJECT:  Internal DHR Audits and Audit Standards
PROCEDURE
The following procedures govern the audit process and issuance of audit reports when the DHR Office of Audits conducts the audit of a DHR unit.
The address for the DHR Office of Audits is:
DHR Office of Audits

2 Peachtree Street, Suite 26.425

Atlanta, GA 30303-3142

1.  Before the Audit
The DHR Office of Audits mails a notification letter to the auditee at least ten business days  before audit fieldwork is scheduled to begin. The applicable DHR Division/Office receives a copy.  The assigned auditor confirms the beginning date of fieldwork at least two business days in advance.

The Office of Audits sometimes performs “surprise” (unannounced) audits of programs, agencies, or funds. These audits primarily are performed at agencies utilizing cash operations or those suspected of fraud. The auditor arrives unannounced at the site of a  “surprise” audit and gives no advance notification. 

2.  During the Audit
Upon arrival at the audit site, the lead auditor conducts an entrance conference. The agency Director (or designee), and other applicable agency officials/employees attend the meeting. The lead auditor discusses:

 -  The purpose and scope of the audit

 -  The expected length of audit fieldwork

 -  Problems identified prior to audit fieldwork

 -  Prior audit findings, if applicable, and

· Auditor working requirements - space, desk, telephone, etc.


Agency personnel make available all records, documents, reports, etc. requested by the auditor.


Agency management appoints an individual to serve as contact or liaison during the audit.

3.  After Completion of the Audit Field Work
Upon audit fieldwork completion, the lead auditor conducts an exit conference. The agency Director and other applicable agency officials/employees attend the meeting. The lead auditor discusses:


-  Specific financial results

     
-  Audit findings and recommendations


-  Audit report release process, and


-  Options available to the agency if management disagrees with findings, financial results,                     or any other area of the audit.  Agency management and employees resolve questions                          about the audit at this conference.

The Audit Manager and/or Audit Supervisor reviews the audit working papers and draft audit report. The Office of Audits releases the draft audit report for discussion purposes only. Accordingly, the draft audit report is subject to change and is not considered a “public information” document. Only the following individuals/organizations receive a copy of the draft audit report:

-  The auditee agency

-  The applicable Division/Office Program Director

-  Other appropriate DHR Officials, and

-  The State Department of Audits Financial Audit Operations (for selected audits).

The recipients of the draft audit report review it.  They have 30 calendar days from the date of the draft audit report to:

-  Make any comments and/or suggestions relevant to the contents of the draft audit report, 


and to

-  Provide additional documentation/information (not available to auditor during fieldwork)           to support disputed finding(s) or financial settlement.

Draft recipients send comments, suggestions, or dispute of finding(s) or financial settlement to the Director, DHR Office of Audits.  Office of Audits staff reply to the individual(s) expressing concern to discuss the matter.

3.1.  Formal Exit Conference
The auditee agency requests a Formal Exit Conference when expressed concerns are not resolved jointly. The agency submits this written request to the Director, DHR Office of Audits. The request addresses the specific finding(s) and/or financial settlement matter(s) causing concern and explains any supporting documentation.  Office of Audits staff review the area(s) of concern and conduct a Formal Exit Conference, when appropriate. After review, Office of Audits staff issue the final audit report. Only the audited agency receives a final audit report if no substantial revisions were made to the draft report. The Director of the Office of Financial Services receives a copy of the final audit report when a financial settlement is recommended. All draft recipients receive a copy of the cover letter, which transmitted the final audit report. All draft recipients receive a copy of the final audit report if the draft was revised substantially.

3.2.  Formal Administrative Review
The Agency requests a Formal Administrative Review only when:


-  the agency disagrees with the final report and,

-  the disagreement materially affects the agency.

The agency requests this Review within 30 calendar days of receiving the final audit report transmittal letter. The Director of the Office of Audits, and the relevant Division/Office Program  Director jointly conduct the Review.  Upon completion, the Division/Office Director participates with the auditee agency to dispose of questioned matters.

4.  Reports and Associated Procedures

4.1.  Final Reports
The Director, Office of Audits, forwards the final audit report to the Director, Office of Financial Services.  The transmittal letter accompanying the report contains the Audit Control Number.  The Director, Office of Financial Services, uses this information to collect or disburse any financial settlement recommendations.  The audited agency receives a letter from the Director, Office of Financial Services prior to collection.  The Director, Office of Financial Services, notifies the Director, Office of Audits after final disposition of any financial settlement recommendations.

The audited agency responds in writing to each finding in the final audit report. The responses are sent to the Director, Office of Audits within 30 calendar days of receiving the final audit report.  The response describes corrective actions that will be implemented to preclude repeat audit findings. 

4.2.  Supplemental Management Reports
The Office of Audits sometimes sends Supplemental Management Reports to DHR Management Officials. These Reports result from concerns about critical program management deficiencies or other concerns revealed during audit fieldwork. These Reports require corrective action by the relevant Division/Office and not by the audited agency. These Reports usually accompany the Division/Office copy of the draft audit report. When noted deficiencies require immediate attention, Office of Audits staff issue a Report immediately.

The relevant Division/Office prepares a formal response to the Supplemental Management Report within 30 calendar days of the Report. The response indicates the corrective plan to be implemented to preclude recurrence of the noted deficiency.

The Director, Office of Audits receives the response to the Supplemental Management  Report. Quarterly progress reports of corrective action are communicated to the Director, Office of Audits, if so required. 



5.  Follow-up
The Office of Audits randomly performs follow up visits to confirm implementation of corrective action plans.  Subsequent audits always include a follow up to determine that corrective action plans were implemented.

BACK TO POL1242
