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1
Introduction

Assessment is through a combination of formal examinations and the completion of a professional experience journal (PEJ). Students must be working as an internal auditor and providing independent assurance to an organisation or organisations on risks and controls for at least three years in order to meet the professional experience requirements.
Professional competence in all of the modules is assessed through the completion of the PEJ, in which students are required to demonstrate that they have at least three year’s relevant experience in an internal audit role. Internal audit is formally defined by the Institute as follows:

Internal audit is an independent, objective assurance and consulting activity designed to add value and improve an organisation's operations. It helps an organisation accomplish its objectives by bringing a systematic, disciplined approach to evaluate and improve the effectiveness of risk management, control and governance processes.

Completion of the PEJ requires students to match their professional experience with the core competency statements as defined in the syllabus. Students are expected to provide a range of evidence for their line manager to authenticate. Students are not required to submit their evidence to the Institute. The journals are assessed by the Institute to check that all requirements have been fully demonstrated and appropriately authenticated.

This document contains guidance and standard documentation for use by students submitting claims of professional experience for assessment. It is available electronically and students are encouraged to submit their professional experience journal by email directly to the Institute at studentsupport@iia.org.uk. 

2
Core competencies and interpersonal skills
The purpose of the PEJ is to confirm professional competence in all four theory modules of the IIA Advanced Diploma, namely:
M1
Strategic Management

M2
Financial Management
M3
Risk Assurance and Audit Management
M4
Advanced Internal Auditing and Management

In order to do this, students need to provide evidence that, as part of their role as a practising internal auditor, they have met the required standards of performance. 
The expected standards are defined in the syllabus as core competencies and they reflect the internal audit competencies as defined in the global internal audit competency framework. 

This framework has been summarised for use in both the Institute’s qualifications’ professional experience requirements and the ongoing CPD programme for voting members. The core competencies for the IIA Advanced Diploma are detailed in appendix 2 and summarised below: 
	1. IPPF

	2. Finance and accounting 

	3. Organisational and management theory

	4. Organisational context

	5. Economics

	6. Quality and control

	7. Personal effectiveness

	8. Communication

	9. Managing others

	10. Managing conflict

	11. Managing performance 

	12. Managing change

	13. Research and investigation

	14. Business processes and project management

	15. Risk and control

	16. Data collection and analysis


it is important to establish that you have been engaged in contributing to the process of internal audit. Typical activities will include: 

· operating effectively within an organisation as a provider of internal audit services (which may be internal or outsourced)
· participating in the macro planning process 
· participating in the delivery of internal audit engagements, including audit follow up
· liaison with the board, audit committee and senior management 
· observing and commenting on risk assessment exercises
· contributing to recommendations for improvements and participating in improvement projects within the internal audit function
· demonstrating understanding of the knowledge areas that underpin internal audit (as defined by the iia advanced diploma syllabus)
· applying a range of technical, interpersonal and IT skills

To supplement and authenticate your claims you will need to provide a range of evidence to present to your line manager, such as:

· notes from interviews 
· project plans
· minutes of meetings that you have attended
· copies of presentations made
· copies of reports produced or selected extracts
· letters received
· memos 
· certificates 
· photographs 
· attestations from independent parties

The journal should be signed off as a true and fair record by your manager to confirm that they have viewed the evidence that confirms your competence against the defined standards. The evidence needs to be relevant, recent and reliable. 

In deciding what evidence is appropriate you need to consider what competency you wish to demonstrate and how the evidence provides confirmation that you meet the appropriate standards. A well selected piece of evidence may be used to support you claims across several areas at once. Verifying the content and your contribution to it are also important considerations.

3
Presentation

Students are encouraged to produce and submit their journals electronically, using the online documentation provided. The electronic submission should comprise a single electronic file rather than numerous smaller files, which slow down the assessment process.
4
The reflective practitioner

Reflection is an essential part of learning. Learning is often described as part of a cycle in which reflection is a crucial component, especially evident in Kolb’ learning cycle. In this cycle, activity is followed by reflection on that activity. It allows the practitioner to recognise objectively what has taken place and so identify areas for development and improvement. The next stage of the cycle is learning as the connections with other knowledge are made, new concepts are formed, information is assimilated and different (and more effective) ways of repeating the same activity are understood. Then comes testing when the learning is put into practice and the cycle continues with new activity. 


[image: image1]
Figure: Kolb’s learning cycle

One of the most important elements of the PEJ is reflecting on the work undertaken and making the links with the formal learning achieved through your studies. The journal documentation allows you to make comments on your work and so confirm your understanding of the underpinning knowledge from the syllabus. It will help you become a more effective internal auditor and develop a critical skill that lends itself to improvement in all areas of activity. 
5
Completing your reflections 
In part C of the PEJ (see appendix 1), you are asked to record a summary of your internal audit work, and to include at least three years’ relevant experience. 

In part D of the PEJ, you are asked to complete a number of detailed reflections on your audit work that in total demonstrate each of the 16 competencies required for the IIA Advanced Diploma. You are required to complete a detailed reflection for as many audits as required to address every competency given. Competencies may appear in more than one piece of reflection.

In order to evidence that you have attained each of the competencies you should study the detailed competency statements (see appendix 2) and decide how you can show that you perform to the required standard as part of your normal professional practice. Evidence for your line manager may include evidence by direct observation but is also likely to require reports and other documents you or others have produced as well as testaments from those who have observed your performance. 
6
Confidentiality

All comments and details submitted in your PEJ will be treated confidentially and will not be shared or divulged with other parties by the Institute other than for the purpose of assessment. There will be occasions when you are involved in sensitive audit work, for example a fraud investigation. In such situations you should provide sufficient information to reveal the scope and contribution you made while using minimal information. In exceptional cases it may be necessary to confine the record to ‘Assignment Classified’, but it should still be recorded and confirmed.

7
Submission
As soon as you register for the IIA Advanced Diploma you should ensure that you are familiar with the professional experience requirements. Candidates must make their submission of their PEJ when they you have successfully finished the IIA Advanced Diploma theory modules and have completed a minimum of three years’ internal audit experience . 
Each submission must consist of the four appendices A to D:

A an application sheet for the award of the IIA Advanced Diploma

B a record of your employment

C an internal audit record summary

D a detailed reflection of each of the audits noted for the submission.

Submissions should be certified by your line manager or head of internal audit as corroboration of your participation in and contribution to the performance of the internal audit function. Certification may be made via signature on hard copy documentation or via simple email confirmation.

Students should consider how they are to collect and submit their PEJs as soon as they register onto the IIA Advanced Diploma. Submissions may be made by either hard or soft copy, although students are encouraged to make their submissions electronically. 

Signature authentication submissions

Signed material submissions should be made using the Microsoft Word format files available online to all students. Signatories must physically sign the submission on each page, as required. The submission may then be posted to the Institute at Student Support, 13 Abbeville Mews, 88 Clapham Park Road, London, SW4 7BX or may be scanned and emailed to studentsupport@iia.org.uk. 

Email authentication submissions

Students again should use the Microsoft Word format files. Signatories may simply be named on the electronic version of these materials. Students should then make their material submissions by email to studentsupport@iia.org.uk and should copy their materials to their signatory(ies). Each signatory must then reply to all addressees to confirm that they support the submission; this email will be taken as corroboration of the student's journal. Students must ensure that their signatories fully understand the requirements and that they carry out this authentication in a timely fashion. Submissions will not be accepted formally until the signatory(ies) have confirmed their support for the student's submission.

8
Assessment

The assessors are all internal audit practitioners independent from the Institute and will be looking for:

· documented evidence of audit management activities, audit assignments (assurance and consultancy) and any other audit work carried out that demonstrates the range of competencies/skills required. Other audit work can include membership of project teams, involvement in ad-hoc internal audit projects such as implementation of new audit software and client management initiatives
· evidence of reflective practice – in reflecting on the audit you need to consider how you demonstrated the competencies/skills and what you have learnt from it. This is as important to the assessors as the outline of work undertaken
· the audit assignments or work documented must be supported by relevant evidence that has been signed off by your audit manager or immediate line manager. Relevant evidence can include audit plans, papers to audit committee, board or senior manager meetings, benchmarking data, surveys undertaken; data analysis; audit terms of reference; meeting notes, e-mails, audit reports, audit assurance statements; quality assurance assessments. As this information is confidential to your organisation you do not need to submit any evidence with your professional experience journal. However, the assessors will undertake reasonableness tests on the information you submit to ensure that everything ties up
· there are sixteen competency statements and you should be able to demonstrate competence in each of these. In appendix 3, some examples are provided of how you can demonstrate each competency. These are not exhaustive and you may have other examples that you can use
· the professional experience journal is not graded. Once it has been assessed and is deemed to have met the required criteria it is marked as ‘Satisfactory’
· if you do not meet the standard expected by the assessors your professional experience journal will be returned to you with reasons why your submission was not acceptable. You will be asked to resubmit.

In summary, the assessors are not just looking for a list of audit assignments. They are seeking evidence that you have effectively contributed to your internal audit function through a range of different activities and have reflected on the work you have done to ensure continuous improvement of both yourself and your audit department.
The assessment process should take approximately four weeks. You should contact the Institute after one week if your submission has not been acknowledged.

Appendix 1 - Professional experience journal 

A: Application for the award of the IIA Advanced Diploma and the CMIIA designation
Declaration of Applicant
I have completed the required examinations and at least three years’ internal audit experience. My professional experience journal is included for inspection. I understand the Institute reserves the right to publish my name and the name of my employer once I am awarded the IIA Advanced Diploma. 
(Please email studentsupport@iia.org.uk if you do not wish your name to be included in the listings.)

	Name in block capitals

	Membership number

	Signed

	Date


Certified by line manager or Head of Internal Audit 
I certify that the above named has completed three years’ internal audit experience and that a satisfactory quality of work was achieved.

	Name in block capitals

	Membership number (if applicable)

	I am a qualified internal auditor

Please give details of professional internal audit qualification(s) held:


	or I am not a qualified internal auditor
Please give details of other relevant, professional qualifications and experience

	Signed

	Position in organisation and professional relationship with student (include dates to confirm it covers the period of professional experience claimed)
From ____________ to ___________


	Date

	

	Email address


	

	Name of organisation

	



IIA use only
	Approved by

	Position

	Signed

	Date


B: Record of employment

	Dates of employment
	Full-time or part-time

(F/P)
	Name and address of organisation
	Name of line manager
	Permission for IIA to contact

(Y/N)
	Job title and main duties

	From 
	To
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


C: Internal audit record summary
(Include at least three years’ relevant experience)

	Audit reference
	Date of activity
	Client and area of audit

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


D: Detailed reflection (one to be completed for each audit management activity or audit assignment undertaken required to support your submission)
	Audit reference _______________


	Please tick the core competencies covered in this audit:
	
	
	
	
	

	1
	
	2
	
	3
	
	4
	
	5
	
	6
	
	7
	
	8
	
	
	
	
	Signed (student)
	Signed (student)

	9
	
	10
	
	11
	
	12
	
	13
	
	14
	
	15
	
	16
	
	
	
	
	Signed (manager)
	Signed (manager)


	Describe the audit management activity or audit assignment undertaken and the resulting outcomes (approx 200 words)



	In reflecting on the audit management activity or audit assignment work undertaken, demonstrate how you exhibited the competencies referenced above. Document the evidence provided and independently reviewed. 



Appendix 2 – Core competency statements

	
	PEJ reference
	Core competency 
	Detailed competency statement

	Internal audit standards, theory and methodology
	1. IPPF
	II1 – applies the relevant portions of the International Professional Practices Framework
	Can use the IIA international standards to ensure that: audit assignments are quality controlled; audit methodology follows a risk based approach covering planning, fieldwork, reporting and follow up; the audit department is independent through its reporting line; internal audit has access to all systems, processes and people; and audit assignments are conducted with due professional care

	Knowledge
	2. Finance and accounting
	KIE1 - applies an understanding of the technical aspects of finance and accounting appropriate to their own or clients' organisation when communicating with others
	Understands and is able to analyse and interpret accounting information, including accounting statements, terminology, processes and procedures and financial instruments, as well as the accounting entries required for recording and managing cash, and other specific transactions and events, within the context of the business development cycle

	
	
	KIE2 - Applies an understanding of management accounting appropriate to their own or clients' organisation when communicating with others
	Is able to apply cost concepts and costing systems (including absorption costing, variable costing, full costing, marginal costing and activity-based costing), capital and operational budgeting, as well as transfer pricing (if appropriate) and relevant cost

	
	3. Organisational and management theory
	KIE3 - Applies an understanding of organisational and management theory to own or clients' organisation

	Is aware of and takes into account the impact of the external environment including political; economic; social; environmental /ethical and legal/regulatory factors when discussing risks with management and when developing the audit plan or involvement in ad-hoc assignments
Ability to apply management models such as Porters Five Forces; game theory and value chain analysis to organisational activities and situations
Considers the ability of the organisation to meet the challenges/ opportunities of the external environment through an ongoing assessment of the resources available internally including infrastructure: staff; finances. Relates audit work to strategic objectives and related risks

Understands how strategic objectives are related to business objectives and key performance indicators within key organisational activities such as finance; facilities; marketing; HR; supply chain; IT and project management

	Knowledge (cont.)
	4. Organsiational context
	KEE1 - Applies an understanding of the regulatory and legal framework within which their own or clients' organisation operates
	Is aware of and takes into account the impact of legislation and regulation, including trade legislation and regulations, labour laws, copyright, privacy and cyber laws, civil and penal laws, taxation schemes, contract law, and the nature and rules of legal evidence

	
	5. Economics
	KEE2 - Applies an understanding of macro- and micro-economics appropriate to the organisation when communicating with others
	Is aware of and takes into account the impact of macroeconomic factors (including the state of the economy, the economic environment within which business and financial decisions are made, the workings of financial markets, government policies, national income, employment, investment, interest rates, the supply of money, inflation, exchange rates, and the formulation and operation of stabilisation policies) and microeconomic factors (including market mechanisms that establish relative prices among goods and services and allocate limited resources among many alternative uses, market failure, perfect competition, general equilibrium, markets under asymmetric information, choice under uncertainty and economic applications of game theory, and elasticity of products within the market system)

	
	6. Quality and control
	KQC1 - applies a range of appropriate quality models and frameworks
	Understands and applies quality frameworks including EFQM, ISO standards, Six Sigma and TQM as appropriate – this can be within the internal audit department and /or the organisation 

	
	
	KQC2 - Demonstrates an understanding of the principles of ethics and integrity

	Can demonstrate that the IIA’s code of ethics (and any organisation ethical code) is applied in every audit assignment so that information is kept confidential, audit work is only undertaken where the auditor is competent to do so, conflicts of interest are disclosed, and the auditor acts objectively in all situations, ensuring that where ethical conflicts do occur they are discussed with the head of audit, and can apply ethical principles and values to the activities being audited within the organisation, acting with due sensitivity where these principles are being abused

	
	
	KQC3 - identifies the risk of fraud occurring and the appropriate means for detection, investigation and prevention
	Understands the definition and application of fraud concepts and applies them to business systems such as procurement, sales, accounting, payroll, fixed assets and organisational knowledge, recognising detection methods such as red flags

	
	
	KQC6 - maintains effective working relationships with other assurance providers 
	Is able to develop and sustain good relationships and effective coordination with those who provide assurance services, such as external auditors, compliance officers, and others

	Interpersonal skills
	7. Personal effectiveness
	SPE1 - develops and wields influence effectively 
	Is able to gain the trust of others and be influential by building consensus, support and alliances through negotiation, persuasion and the use of networking in a manner that is inclusive, confident, politically astute, diplomatic, sensitive and proactive

	
	
	SPE2 - develops and implements organisational policies and procedures effectively
	Understands, implements and contributes to the development and review of the organisation’s policies and procedures including those relating to the internal audit function


	
	
	SPE3 - develops and exploits effective working relationships
	Cultivates networks, creates opportunities to develop relationships and build bonds, and is open and approachable, using tact and diplomacy

	
	
	SPE4 - operates effectively through proactive collaboration
	Identifies and nurtures collaboration proactively through the sharing of plans, goals, information and resources within the audit team and the organisation where appropriate, creating a professional, cooperative, confidential and safe environment, whilst recognising own limitations, admitting mistakes and seeking support from others as required – support can come from membership of external groups such as district societies or sector specific groups while at the same time maintaining confidentiality where necessary

	
	8. Communication
	SC3 - advocates the internal audit function to others
	Can advocate the internal audit function to others


	
	9. Managing others
	SMO1 - manages staff effectively
	Establishes and implements procedures for recruitment, selection, succession planning, appraisal, performance management, professional development and workload management for team members, dealing with individuals sensitively in a manner that promotes diversity 

	
	
	SMO2 - builds and inspires a team
	Is able to build a team, create unity, lead by example, demonstrate a commitment to values and develop an inspiring vision for self and others, taking calculated risks to achieve goals as required

	
	
	SMO4 - leads a team effectively
	Can develop, lead and promote a team through enthusiastic support, protection, assistance, encouragement, guidance, praise participation and sharing

	
	10. Managing conflict
	SMO3 - manages and resolves conflict
	Is able to lead in a crisis, identifying and resolving conflict and disagreements through win-win strategies, dealing with difficult people and difficult situations with tact and diplomacy; difficult situations may include differences of opinion between internal audit and a client on the results of audit work; differences of opinion on the risk maturity of the organisation; poor attitude of auditors when working at a client’s base; non-cooperation of clients to audit requests for information

	Interpersonal skills (cont.)
	11. Managing performance
	SMP1 - manages performance effectively
	Sets and communicates clear targets for performance such as key performance indicators (KPIs) that are reviewed on a regular basis, ensures KPIs are approved by the audit committee, and is able to address issues of individual performance promptly, providing performance feedback that is sensitive to personal issues

	
	
	SMP2 - manages own workload and that of team effectively
	Is able to multi task and meet given deadlines as well as set challenging goals for team and manage their responsibilities, using time and other resources in a focused, efficient and effective way whilst maintaining and promoting a healthy work-life balance

	
	12. Managing change
	SMC1 - acts as a champion for change
	Acts as a champion for change and enlists the support of others by developing a change strategy and modelling expected change, assessing potential barriers and resources needed, and providing resources, direction and focus - change can occur through a change to the audit methodology or working practices 

	
	
	SMC2 - responds positively to change
	Responds quickly and positively to change, switching strategies and tactics and maintaining work efficiency even in unclear situations, coping with any associated stress - unclear situations may include a proposed move from an in-house audit service to an outsourced solution; the use of contract auditors and co-source arrangements; threat of redundancy and reductions in the audit team; merger with another organisation;  

	Tools and techniques
	13. Research and investigation
	TRI1 - selects and applies a range of appropriate operational and management research tools and techniques
	Can select and use the appropriate operational research techniques (such as surveys; scatter diagrams; internet research; focus groups; mindmapping; trend analysis), developing and managing operations, strategy and process design, and understands cycle time, capacity, waiting time, basic decision analysis and simulation well enough to explain to others

	
	
	TRI3 - selects and applies a range of appropriate forecasting tools and techniques
	Can apply forecasting and predicting methods (such as scenario and horizon planning, extrapolation, modelling) to support managerial decision making, assess and apply modelling to predict outcomes and time sequencing such as in a business continuity scenario modelling to understand the percentage of business recovered at predictable times in the future

	
	14. Business process and project management
	TBP1 - manages projects within the internal audit function or organisation effectively 
	Can apply project management techniques to internal audit or organisational projects; ensures that lines of communication between project team members are kept open and that any problems are dealt with quickly; can escalate problems occurring within projects to the right level within the organisation without derailing the project

	
	
	TBP4 – uses performance management techniques to monitor and evaluate operational and strategic performance
	Is able to review individual areas within audit assignments like finance, operations, learning and development and customer care to evaluate the effectiveness of their performance, and can use approaches such as the balanced scorecard to assess and evaluate the performance of the organisation or parts of it, including the audit function

	Tools and techniques (cont.)
	15. Risk and control
	TRC2 - explains and applies internal controls and a range of control frameworks 
	Is able to apply major control frameworks such as COSO and CoCo and ISO standards where applicable to audit work, and understands where internal control fits within a risk focused audit assignment and the statement of internal control agreed by management at the year end, applying ad hoc control references in the absence of a control framework

	
	
	TRC3 - trains others in control model used
	Can train a team or client on the model used within the organisation and compare with other alternatives - can be used within risk and control workshops

	
	16. Data collection and analysis
	TDC1 - applies sampling, data analysis and other statistical techniques to analyse and assess data
	Undertakes statistical analysis as part of the planning stage of the audit assignment to ensure that higher rated risks are given due focus in the fieldwork using software (such as IDEA and ACL) to select audit samples and analyse data trends, and using judgmental sampling to select samples where software is not available, and undertakes benchmarking of the organisation where appropriate and where data is available

	
	
	TDC2 - uses benchmarking data adequately
	Can use benchmarking data for the organisation’s sector and internal audit adequately where this is available

	
	
	TDC3 - uses data extraction software and communicates data manipulation requirements to others
	Can use queries, organisation's own systems, or third party providers data extraction software, and can communicate requirements to a data warehouse expert for data extraction, transformation and loading techniques


Appendix 3 – Examples of audit work reflections
	Audit reference _____External quality assurance review__________


	Please tick the core competencies covered in this audit:
	
	
	
	
	

	1
	
	2
	
	3
	
	4
	
	5
	
	6
	
	7
	
	8
	
	
	
	
	Signed (student)
	

	9
	(
	10
	(
	11
	
	12
	(
	13
	
	14
	
	15
	
	16
	
	
	
	
	Signed (manager)
	


	Describe the audit management activity or audit assignment undertaken and the resulting outcomes (approx 200 words)

The audit committee had commissioned an external quality assurance review of the IA function. Following the issue of the QA report the audit management team were asked by the chair of the audit committee to implement the recommendations made in the report. 
The team as a whole discussed the QA review findings and the best approach to making the changes required while getting buy-in from the whole team. The process adopted was successful and the audit manager was able to confirm at the next audit committee meeting that all the recommendations had been implemented and that audit clients were very pleased with the new approach. 



	In reflecting on the audit management activity or audit assignment work undertaken, demonstrate how you exhibited the competencies referenced above. Document the evidence provided and independently reviewed. 

Core Competency reference 

9. Managing others

10. Managing conflict

12. Managing change
I was asked to take the lead in the small project team established to work out an action plan to implement the recommendations made by the external assessors. It was important that I get buy-in from the audit team as the audit committee were monitoring the situation and the speed with which the recommendations were being implemented. They were also interested in how effective the changes were on the quality of the audit work and the relationship between internal audit and its clients. 

I started by individually meeting all the members of the audit team and discussing the recommendations, their response to them and how they would progress the situation from here. I then collated all this information and discussed it with the head of audit. We were particularly concerned about the comments from those auditors who were sceptical about the value of any changes. From this I developed a set of proposals and an action plan that would meet the recommendations and the needs of the majority of the audit team.

(CC – 9, 12)
I arranged a half day session where the team as a whole discussed the proposals and action plan. The outcome of this was that we agreed to pilot the changes in the next audit assignment – the ideas included changes to the way in which audit work was monitored and reviewed for quality, the format of our audit reports and tweaks to our risk based approach. The first two of these were the most contentious and at least three auditors were very outspoken in their opinion that there was no need to change. I saw value in having one of these auditors involved in the pilot as I thought it was better to have him involved so that he could see first-hand the value of the new working methods and provide a positive influence on similarly sceptical colleagues. This process worked very well with some minor amendments suggested by the more sceptical auditor being made to the process adopted. A bonus for the team was that they then discussed it with the two other sceptical auditors and convinced them it was a better approach. 

(CC – 10)
The team’s embrace of the pilot enabled me to meet the target of implementing all the recommendations within the time period laid down by the audit committee. The team as a whole received favourable feedback from audit clients on the new ways of working which was reflected in the customer satisfaction survey. (CC - 9)  
Evidence

Copies of e-mails

Quality assurance report

Meeting notes

Action plan

Completed customer satisfaction surveys

Audit committee minutes



	Audit reference __________Commercial property occupancy rates_____


	Please tick the core competencies covered in this audit:
	
	
	
	
	

	1
	(
	2
	
	3
	(
	4
	
	5
	
	6
	
	7
	
	8
	(
	
	
	
	
	

	9
	
	10
	
	11
	
	12
	
	13
	
	14
	
	15
	
	16
	(
	
	
	
	
	


	Describe the audit management activity or audit assignment undertaken and the resulting outcomes (approx 200 words)

The audit focused on the occupancy rates of the organisation’s commercial property portfolio. During the recession occupancy rates fell and this audit provided assurance to the business on how risks relating to this critical income generating activity were being managed. 

The audit report included recommendations relating to the rationalisation of the property portfolio and/or improvement of the facilities provided. The audit report was well received due to its strategic focus and generated a consultancy assignment for internal audit.

 

	In reflecting on the audit management activity or audit assignment work undertaken, demonstrate how you exhibited the competencies referenced above. Document the evidence provided and independently reviewed. 

Core competency reference

1. IPPF
3. Organisational and management theory

8. Communication

16. Data collection and analysis
I was the lead auditor on this review. It was recognised by the audit sponsor (director of operations) as very strategic, focusing as it did on the critical business processes for income generation. This was a difficult time for the organisation as occupancy rates in some parts of the UK were still low and tenants particularly in the retail sector were requesting rent reductions or moving from monthly to quarterly payment cycles.

(CC – 3) 
The director of operations was the sponsor for the audit, someone to whom I could escalate issues if necessary and also the key recipient of the audit report. Following our initial meeting where I explained the reasons why the audit was being undertaken they provided full support and arranged for all his managers to meet together prior to the official start of the audit so that I could explain to them its purpose and what value the audit team expected to get from it in terms of assurance to the business on this critical area of income generation. This approach worked well and I had full support from the management team during the audit and when negotiating audit recommendations. 
(CC – 8) 
The audit approach followed that laid out in the International Professional Practices Framework (IPPF). Time was allocated to engagement planning a process which helped to identify and assess key risks which were then documented in the terms of reference. The planning stage included some work using ACL the data interrogation tool. Tests that were undertaken using ACL included:

· analytical review of rents received including the size and profile of rents

· age analysis and profile of arrears

· occupancy rates per property and by region

· average time for occupancy per property and by region 

· variations between rents charged per square metre by region

The work undertaken in planning helped the audit team to focus on the key risks in the fieldwork stage for example we were able to highlight those properties which had low occupancy rates and arrange visits to ascertain why this might be. Use was made of the digital camera to highlight poor facilities or environmental reasons why the property was not being occupied. This was a key piece of evidence during the close out meeting. 

(CC – 1, 16) 

The outcome of the audit was a recommendation to rationalise the property portfolio and/or improve the facilities because while some regions (South East and Midlands) were doing well in terms of rental income others were not showing any signs of recovery from the recession. The issue was discussed with the management team and the director of operations. They were reluctant to sell off any of the assets as they felt this signalled weakness to competitors and investors but were interested in improving the existing facilities. As a result of this audit internal audit were commissioned to undertake a piece of consultancy work looking at the options open to the organisation in this area.

(CC – 3)  
Evidence

Board and senior management minutes

Analytical review of ACL data

Minutes of meetings 

Terms of reference

Audit report

Consultancy remit




Activity





Reflection





Learning





Testing
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