


The Audit flow package from AFROSAI-E is including:
· The Audit flow process  
· RAM audit manual 
· Template Working papers
· ISSAIs
· Model Audit files
· Standard project structure
· Documentation
The package can be used both on the webserver and on the local computers
To start a new project
	Activity
	Responsibility
	

	Fill in the form for a new project
	Team Leader
	When a new project is established the team leader should fill in this form and send to the IT section. 


	Create project  structure on the server
	IT
	The IT section should create a project folder on the file server. The project folders should have the standard project structure which is described in the Auditflow package. The component folder has to be created as sub folders under 4 - DETAILED PLANNING AND FIELDWORK


	Create AD groups and add the users
	IT
	IT should create two AD groups for each project. Those who should have write access to the folders should be put in one, and those who should have read access should be put in the other. The access should be given on the <Projectname> folder level and this will also cover the underlying folders. 

The ICT section could also create two groups in AD:
· Proj_<project name>_Read
· Proj_<project name>_Write
The Team Leader of the project could be put in the group Proj_<project name>_Write
All the Team members could be put in the group Proj_<project name>_Write
Afterwards these groups should be added to the actual project folder. Select the project folder and right click and select properties. Choose the security tab and add the two groups to the folder. The   Proj_<project name>_Write should be given Write access to the folder.


	Copy the project structure to the TL computer
	IT/ Team Leader
	An identical folder structure as the one on the fileserver should be created on the team leader's computer, so he/she can save documents to the correct folder when working on the clients premises.

IT could assist in creating the folder on the Team Leaders computer. The folder structure should be copied from the file server.


	Copy the audit flow to the teams computers is necessary (if they work off line) 

Set up shortcuts and/or an favorite to the audit flow locally and to the server version

	IT
	Follow the instructions in the file Auditflow install local version.doc

	Establish a routine for copying the working papers to the master folder
	Team Leader/ IT
	The Team Leader should make sure he/she has a updated version of all the working papers from all members of the team on his/hers computer each day, this will be the master folder. 

The Team leader should also copy changed files from his/her computer to the file server as often as possible, preferable each day for backup purposes.
 



Work in the project using audit flow
	Activity
	Responsibility
	

	Use the audit flow to get methodology support concerning:
· Link to the template working paper
· How to carry out the audit and responsibility
· Links to relevant ISSAI
· Which other working papers are relevant to the one you are working with
· Examples from the model audit file
	
	

	Each activity in the Audit flow is describing filling out a Working paper 
	Audit team
	Described in How to use the Audit Flow Web

	Get the templates from the audit flow when you need them
	Audit team
	Described in How to use the Audit Flow Web

	Save the template as your working paper to the project folder structure 
	Audit team
	Described in How to use the Audit Flow Web

	Re-open the working papers from the project folder structure
	Audit team
	How to do this is described in How to use the project folder on the file server

	Follow the routine for copying working papers to the master folder
	Team Leader
	How to do this is described in How to use the project folder on the file server

	New components are identified and the project structure has to be updated
	Team Leader/IT
	If new components are identified during the audit work the project folder structure have to be updated by adding folder for the new component as a sub folder under Process 03 Detailed Planning and Audit Fieldwork. 

This should be done both on the Team Leaders computer and on the file server. 
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