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	Auditee:
	Ministry of Education
	Reviewed by:
	Name
	Rank
	Date

	Period end:
	30 June 2xx1
	Level 1
	E Solangani
	Audit manager
	 22 January 2xx1

	Prepared by:
	E Tiluna
	Level 2
	E Boshuma
	Audit director
	  25 January 2xx1

	Rank:
	Team Leader
	Level 3
	T Papandora
	AAG
	 30 January 2xx1

	Date:
	20 January 2xx1
	
	
	
	



ROLES AND RESPONSIBILITIES

	Working papers
	Team members responsible 
	Insert persons’ name responsible for
	Dates for finalisation

	
	
	Completing
	1st level review
	2nd level review 
	3rd level review
	Completed by
	Reviewed by 
(1st level)

	Pre-engagement activities
	
	
	
	
	
	20 January 2xx1
	31 January 2xx1

	Code of Ethics declaration
	All
	E Tiluna
	E Solangani
	Audit director: E Boshuma
	AAG: T Papandora
	
	

	Code of Ethics conclusion
	
	
	
	Audit director: E Boshuma
	
	
	

	Competency matrix
	All
	E Tiluna
	E Solangani
	Audit director: E Boshuma
	AAG: T Papandora
	
	

	Audit engagement letter
	
	E Tiluna
	E Solangani
	Audit director: E Boshuma
	AAG: T Papandora
	
	

	Budget v Actual hours
	All
	E Tiluna
	E Solangani
	Audit director: E Boshuma
	AAG: T Papandora
	
	

	Strategic planning
	
	
	
	
	
	15 March 2xx1
	31 March 2xx1

	Planning Materiality
	E Tiluna
	E Tiluna
	E Solangani
	
	
	
	

	Lead schedule
	E Tiluna

	E Tiluna
	E Solangani
	
	
	
	

	Prior year audit matters
	G Morgana
M. Shonai
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Analytical review
	E Tiluna
H Monanga
	E Tiluna
	E Solangani
	
	
	
	

	Review of internal audit
	W Kunjaba
M Shonai
	M Shonai
	E Tiluna
	E Solangani
	
	
	

	Audit committee checklist
	W Kunjaba
M Shonai
	M Shonai
	E Tiluna
	E Solangani
	
	
	

	Fraud checklist
	H Monanga
G Morgana
	G Morgana 
	E Tiluna
	E Solangani
	
	
	

	Internal control checklist 
IT Internal control checklist
	E Tiluna
G Morgana
W Kunjaba
H Monanga
	E Tiluna
	E Solangani
	
	
	
	

	Sustainability of services checklist (going concern)
	M. Shonai
	M. Shonai
	E Tiluna
	
	
	
	

	Using the work of another auditor
	N/a
	
	
	
	
	
	

	Using the work of an expert
	N/a
	
	
	
	
	
	

	Risk of material misstatement on a financial statement level
	E Tiluna
G Morgana
	E Tiluna
	E Solangani
	Audit director: E Boshuma
	
	
	

	Overall Audit Strategy
	E Tiluna
G Morgana
	E Tiluna
	E Solangani
	Audit director: E Boshuma
	AAG: T Papandora
	
	

	Engagement team discussion document
	All
	E Tiluna
	E Solangani
	Audit director: E Boshuma
	
	
	

	Detailed planning and fieldwork
	
	
	
	
	
	31 August 2xx1
	15 September
2xx1

	Receipts (exchequer issues and other income) 
	
	
	
	
	
	
	

	System description for audit components
	H Monanga
G Morgana
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Reliance on key controls for components
	H Monanga
G Morgana
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Audit programs
	H Monanga
G Morgana
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Sampling
	H Monanga
G Morgana
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Evidence tracking sheet
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Lead schedule on component level
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Tests of controls
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Substantive audit procedures performance
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Substantive analytical procedures
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Audit summary memorandum
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Expenditure
	
	
	
	
	
	
	

	Supplies and consumables 
	
	
	
	
	
	
	

	System description for audit components
	M Shonai 
W Kunjaba
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Reliance on key controls for components
	M Shonai 
W Kunjaba
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Audit programs
	M Shonai
W Kunjaba
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Sampling
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Evidence tracking sheet
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Lead schedule on component level
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Tests of controls
	M Shonai 
W Kunjaba
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Substantive audit procedures performance
	M Shonai 
W Kunjaba
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Substantive analytical procedures
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Audit summary memorandum
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Personnel expenditure (Salaries paid and allowances)
	
	
	
	
	
	
	

	System description for audit components
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Reliance on key controls for components
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Audit programs
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Sampling
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Evidence tracking sheet
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Lead schedule on component level
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Tests of controls
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Substantive audit procedures performance
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Substantive analytical procedures
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Audit summary memorandum
	G Morgana
	G Morgana
	E Tiluna
	E Solangani
	
	
	

	Assets (Non-current and intangible assets)
	
	
	
	
	
	
	

	System description for audit components
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Reliance on key controls for components
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Audit programs
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Sampling
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Evidence tracking sheet
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Lead schedule on component level
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Tests of controls
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Substantive audit procedures performance
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Substantive analytical procedures
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Bank and cash
	
	
	
	
	
	
	

	System description for audit components
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Reliance on key controls for components
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Audit programs
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Sampling
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Evidence tracking sheet
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Lead schedule on component level
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Tests of controls
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Substantive audit procedures performance
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Substantive analytical procedures
	M Shonai 
	M Shonai 
	E Tiluna
	E Solangani
	
	
	

	Transfers (Revenue and current transfers)
	
	
	
	
	
	
	

	System description for audit components
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Reliance on key controls for components
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Audit programs
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Sampling
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Evidence tracking sheet
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Lead schedule on component level
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Tests of controls
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Substantive audit procedures performance
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Substantive analytical procedures
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Liabilities (arrears of revenue)
	
	
	
	
	
	
	

	System description for audit components
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Reliance on key controls for components
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Audit programs
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Sampling
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Evidence tracking sheet
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Lead schedule on component level
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Tests of controls
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Substantive audit procedures performance
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Substantive analytical procedures
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Audit summary memorandum
	H Monanga
	H Monanga
	E Tiluna
	E Solangani
	
	
	

	Audit summary
	
	
	
	
	
	15 October 2xx1
	30 October 2xx1

	Disclosure checklist
	E Tiluna
	E Tiluna
	E Solangani
	
	
	
	

	Management Representation letter
	G Morgana
	G Morgana
	E Solangani
	
	
	
	

	Subsequent events
	G Morgana
	G Morgana
	E Solangani
	
	
	
	

	Final analytical review
	E Tiluna
	E Tiluna
	E Solangani
	
	
	
	

		Audit differences



	G Morgana
E Tiluna
	E Tiluna
	E Solangani
	Audit director: 
E Boshuma
	
	
	

	Code of ethics compliance
	All
	E Tiluna
	E Solangani
	Audit director: 
E Boshuma
	AAG: T Papandora
	
	

	Audit query
	E Tiluna
G Morgana
H Monanga 
M Shonai
	E Tiluna
	E Solangani
	
	
	
	

	Review worksheet
	E Tiluna
E Solangani
E Boshuma
	
	
	
	
	
	

	Audit reporting
	
	
	
	
	
	15 November 2xx1
	30 November 2xx1

	Management letter
	G Morgana
E Tiluna
	E Tiluna
	E Solangani
	Audit director: 
E Boshuma
	AAG: T Papandora
	
	

		Audit report



	E Tiluna
	E Tiluna
	E Solangani
	Audit director: 
E Boshuma
	AAG: T Papandora
	
	

	Representation by audit management
	
	
	E Solangani
	Audit director: 
E Boshuma
	AAG: T Papandora
	
	

	Quality control

	
	
	
	
	
	Ongoing
	Ongoing

	Quality control questionnaire

	All
	E Tiluna
	E Solangani
	Audit director: E Boshuma
	AAG: T Papandora
	
	





AGREEMENT OF TEAM MEMBERS

I, the undersigned fully understand the requirements and my responsibilities relating to the audit of Ministry of Education and Vocational Training for the year ended 2xx1.

	Name of team member
	Rank/Title 
	Signature of team member

	E Solangani
	Audit manager
	          E Solangani

	E Tiluna
	Auditor I
	    E Tiluna

	G Morgana
	Auditor I
	   G Morgana

	M Shonai
	Auditor II
	   M Shonai

	H Monanga
	Auditor II
	   H Monanga

	W Kunjaba
	Ass. Auditor
	   W Kunjaba




Note: the Team Leader: E Tiluna is responsible for the first level review of all planning and fieldwork working papers. 


1
