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The planning process is the first task conducted in the audit process.  The auditor should obtain a high level understanding of the functional activities involved.  Information gathered becomes the basis for subsequent, more detailed planning and fieldwork.  The initial planning also serves as the initial contact with the auditee.

1. Planning Meeting:  The auditor will schedule a planning meeting with the auditee.  Applicable Managers and Supervisors should be invited.  The purpose of the meeting is to discuss the audit process with the auditee and solicit input as to the areas of focus.  The overall business objective of the department under review is evaluated including major activities, primary risk exposures, and management concerns.  The minutes of the planning meeting will be documented in the working papers.

2. Scope and Objectives:  Based on information provided at the planning meeting, the auditor will then draft the audit scope and objectives.  This document will establish the areas scheduled for review and provide specific performance goals for audit personnel.

3. Research:  Several weeks prior to the initiation of the audit, basic information regarding the auditee operations should be solicited.  The following sources should be explored:

a. Audit literature should be referenced, if applicable;

b. Prior audit findings, including Legislative Auditor reports;

c. Library research;

d. Professional journals/information maintained by the auditee; and

e. JCAHO Standards, Administrative Directives, etc.

f. LSUHSC-Shreveport upper management.

Information obtained should be incorporated into the scope and objectives.  Specific reference articles should be indexed and included in the working papers.

4. On-Site Survey:  If appropriate, the auditor should conduct an on-site survey to become familiar with the physical facilities.  A physical tour could identify controls to be audited, areas of emphasis, and auditee suggestions and comments.  If a tour is appropriate, the department head responsible for the area should be contacted to request the on-site survey.

5. Risk Assessment:  If auditee operations consist of numerous and diverse activities, the auditor should perform a risk assessment.  The potential areas under review should be prioritized according to perceived risk.  Management input is essential.  Internal Audit is a service to management; therefore, limitations of scope should be discussed with and agreed upon by the auditee and the Director of Internal Audit  (See Policy II-J).

6. Opening Conference:  The opening conference should be scheduled and conducted.  The purpose of the meeting is to finalize the audit scope and objectives, inform the auditee of audit protocol, and develop a positive working relationship with auditee management.  The details of the meeting should be documented in the working papers (See Policy II-B).

