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Chartered Institute of Internal Auditors 
IIA Certificate in Internal Auditing and Business Risk - Personal Development Portfolio


Application for the Award of
IIA Certificate in Internal Audit and Business Risk (IACert)

Declaration of Applicant:

I have completed the required workshops. My personal development portfolio and project assignment are enclosed for review.

I understand the Institute reserves the right to publish my name and the name of my employer once I am awarded the IIA Certificate. (Please email studentsupport@iia.org.uk if you do not wish your name to be included in the listings.) 

	Signed:
	Membership number:



	Name in block capitals:


	Date:


The Institute now accepts electronic submission of personal development portfolios and project assignments for the IIA Certificate in Internal Auditing and Business Risk. Students should send their submission via email to studentsupport@iia.org.uk Your email should include a statement confirming ownership:

"I confirm that the attached personal development portfolio and project assignment are my own work and that I am submitting them for assessment for the award of the Certificate in Internal Auditing and Business Risk". 

The attached personal development portfolio and project assignment should preferably be in Adobe PDF format. The Institute will convert other format submissions received to PDF in order to protect the contents from alteration. If you are unable to submit electronically, we will continue to accept hard copy submissions.
IIA-UK and Ireland Ltd use only

Approved by:

	Signed:
	Date:
	Position:




Part 1: Workshop Learning Record Sheets 

Workshop Title: Corporate Governance and Risk Management
Workshop Date:

	Workshop learning

	Pinpoint three things that you learned at the workshop: 



	Describe what they were:



	Focusing upon one, or more linked points, why was it/were they significant to you? 



	How will this learning help, or affect your work practices?



	Transferring your learning to the workplace

	How did you use the new knowledge/information/skill at work?



	Describe the situation and what happened:



	How has your working practice improved, compared to before?



	What impact did your new knowledge/information/skill have on your colleagues and/or clients?



	Further development

	What else have you done to further extend your understanding/practice/behaviour in this area?



	Are there any more things you intend to do to improve your understanding/practice/behaviour as a result of your work experience? What?




Workshop Title: Internal Auditing – tools and techniques
Workshop Date:

	Workshop learning

	Pinpoint three things that you learned at the workshop: 



	Describe what they were:



	Focusing upon one, or more linked points, why was it/were they significant to you? 



	How will this learning help, or affect your work practices?



	Transferring your learning to the workplace

	How did you use the new knowledge/information/skill at work?



	Describe the situation and what happened:



	How has your working practice improved, compared to before?



	What impact did your new knowledge/information/skill have on your colleagues and/or clients?



	Further development

	What else have you done to further extend your understanding/practice/behaviour in this area?



	Are there any more things you intend to do to improve your understanding/practice/behaviour as a result of your work experience? What?




Workshop Title: Effective Delivery of an Audit
Workshop Date:
	Workshop learning

	Pinpoint three things that you learned at the workshop: 



	Describe what they were:



	Focusing upon one, or more linked points, why was it/were they significant to you? 



	How will this learning help, or affect your work practices?



	Transferring your learning to the workplace

	How did you use the new knowledge/information/skill at work?



	Describe the situation and what happened:



	How has your working practice improved, compared to before?



	What impact did your new knowledge/information/skill have on your colleagues and/or clients?



	Further development

	What else have you done to further extend your understanding/practice/behaviour in this area?



	Are there any more things you intend to do to improve your understanding/practice/behaviour as a result of your work experience? What?




Workshop Title: Communication and Client-Auditor Relations
Workshop Date:
	Workshop learning

	Pinpoint three things that you learned at the workshop: 



	Describe what they were:



	Focusing upon one, or more linked points, why was it/were they significant to you? 



	How will this learning help, or affect your work practices?



	Transferring your learning to the workplace

	How did you use the new knowledge/information/skill at work?



	Describe the situation and what happened:



	How has your working practice improved, compared to before?



	What impact did your new knowledge/information/skill have on your colleagues and/or clients?



	Further development

	What else have you done to further extend your understanding/practice/behaviour in this area?



	Are there any more things you intend to do to improve your understanding/practice/behaviour as a result of your work experience? What?




Part 2A: Internal Audit Practice Record Sheets – for those with experience in internal audit

Use the space below to answer the following questions. Answer as completely as possible, using additional sheets as necessary. 

	Area: Audit engagement

	1. Outline the time period involved.

2. Describe the circumstances within which the engagement was set.

3. What was your role in the audit engagement?

4. Describe the approach adopted for information gathering and fact-finding.

5. What were the audit objectives, as defined in the engagement?

6. What considerations were used in formulating the audit objectives?

7. What other issues impacted upon formulating the audit engagement?

8. On reflection, were there any way/s of improving the engagement brief or objectives?

9. Sign and date each page submitted. 

	


Part 2A: Internal Audit Practice Record Sheets – for those with experience in internal audit

Use the space below to answer the following questions. Answer as completely as possible, using additional sheets as necessary.

	Area: Audit scope and the audit plan

	1. Outline the time period involved.

2. Describe the circumstances within which the audit was set.

3. What was your role to defining the scope of the audit, and the audit plan?

4. Describe the scope of the audit.

5. How was the scope of the audit defined?

6. Were there any limiting factors in defining the scope?

7. What risks were identified, and how were they addressed?

8. What testing, if any, was recommended and why was it considered necessary?

9. Other than the items you would expect to see in the audit plan, what other items were included, for example anything specific to the particular environment in which you were operating.

10. Sign and date each page submitted. 

	


Part 2A: Internal Audit Practice Record Sheets – for those with experience in internal audit

Use the space below to answer the following questions. Answer as completely as possible, using additional sheets as necessary. 

	Area: Recording information and reporting on an audit

	1. Outline the time period involved.

2. Describe the circumstances within which the audit was set.

3. What tools and techniques were used for recording the function/system/process?

4. How were you involved in recording the function/system/process?

5. How were you involved in preparing/drafting the draft/final audit report?

6. How could the recording of information and reporting on the audit have been improved?

7. Sign and date each page submitted. 

	


Part 2A: Internal Audit Practice Record Sheets – for those with experience in internal audit

Use the space below to answer the following questions. Answer as completely as possible, using additional sheets as necessary. 

	Area: Audit testing

	1. Outline the time period involved.

2. Describe the circumstances within which the audit was set.

3. What was your role in audit testing?

4. What testing techniques were used?

5. What factors influenced the audit testing?

6. What were the criteria for deciding on the test sample?

7. How could the testing methods have been improved?

8. Sign and date each page submitted.

	


Part 2A: Internal Audit Practice Record Sheets – for those with experience in internal audit

Use the space below to answer the following questions. Answer as completely as possible, using additional sheets as necessary. 

	Area: Audit evidence

	1. Outline the time period involved.

2. Describe the circumstances within which the audit was set.

3. What was your role in the evaluating the audit evidence?

4. Describe why any test results were valid, or invalid.

5. How could the evidence have been more appropriate ie its relevance and the quality of the evidence improved?

6. Sign and date each page submitted.

	


Part 2A: Internal Audit Practice Record Sheets – for those with experience in internal audit

Use the space below to answer the following questions. Answer as completely as possible, using additional sheets as necessary. 

	Area: Corporate Governance

	1. Provide a description of an organisation/company you have worked for and the dates that apply.

2. Provide an explanation of the governance arrangements in the organisation/company.

3. What was your role in the governance arrangements?

4. What weaknesses could you identify in the governance arrangements?

5. What strengths could you identify in the governance arrangements?

6. Sign and date each page submitted.

	


Part 2A: Internal Audit Practice Record Sheets – for those with experience in internal audit

Use the space below to answer the following questions. Answer as completely as possible, using additional sheets as necessary. 

	Area: Risk identification and analysis

	1. Provide a description of an organisation/company you have worked for and the dates that apply.

2. Provide an explanation of the risk identification and analysis arrangements in the organisation/company.

3. Describe your role in risk identification and analysis.

4. What was the organisation’s attitude and approach to risk?

5. What weaknesses could you identify in the organisation’s approach to risk identification and analysis?

6. What strengths could you identify in the organisation’s approach to risk identification and analysis?

7. Sign and date each page submitted.

	


Part 2A: Internal Audit Practice Record Sheets – for those with experience in internal audit

Use the space below to answer the following questions. Answer as completely as possible, using additional sheets as necessary. 

	Area: Risk management strategies

	1. Provide a description of an organisation/company you have worked for and the dates that apply.

2. Provide an explanation of the risk management strategies in the organisation/company.

3. Describe your role in risk management strategy.

4. How and in what way do you think the risk management strategies were effective?

5. How and in what way do you think the risk management strategies were ineffective?

6. Sign and date each page submitted.

	


Part 2B: Internal Audit Practice – for those new to internal audit 

You must complete both tasks below.

Task 1

In the table below describe four separate items you identified through your involvement with the IIA Certificate, which you consider might improve your personal performance, or which you would suggest your organisation should consider to improve its approach, systems or procedures for internal audit, governance or risk management: 

Please note: 

· If you completed any record sheets from part 2A you are not required to complete four items, as long as you complete four tasks in total.

· You can obtain electronic copies of the PDP sheets by emailing studentsupport@iia.org.uk 
· If you are unsure of whether something is going to be acceptable please email your query to the help line well before the submission deadline studentsupport@iia.org.uk 
	Item 1
	

	Item 2
	

	Item 3
	

	Item 4
	


Task 2

For each of the four items above prepare a separate development plan to address those issues along with a summary of the outcomes of the actions you/your organisation took. Use a separate sheet(s) for each plan. Sign and date each page submitted. 

Each development plan should: 

1. Provide an explanation of the item in detail – explain what it is and how you anticipate it might improve your performance, or that of your organisation. 

2. The detailed actions you are/have taken to improve your performance, or advise your organisation, and over what timescale.

3. Identify what supporting information, tools or techniques you are using to improve your performance, or help your organisation.

4. Include the likely outcomes are that you anticipate from your actions.

� This needs to be something that is significant, that will improve your work practices.


� This may be due to the impact it will have on your performance, for example you will be more effective.


� This needs to be something that is significant, that will improve your work practices.


� This may be due to the impact it will have on your performance, for example you will be more effective.


� This needs to be something that is significant, that will improve your work practices.


� This may be due to the impact it will have on your performance, for example you will be more effective.


� This needs to be something that is significant, that will improve your work practices.


� This may be due to the impact it will have on your performance, for example you will be more effective.
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