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Policy:

At the completion of an audit, an exit conference is held with the auditee.  The meeting is used to confirm the factual accuracy and fairness of the report draft and address any related questions or issues that management may have.  Occasionally, there may not be a specific auditee, as in the case of a Citywide review.  In these instances, an exit conference should be considered with the departments likely to be charged with the responsibility of implementing report recommendations.

The audit response guidelines established by Administrative Regulation 19 (A.R. 19) as supplemented will be included in the transmittal letter given to the auditee.  The guidelines require auditees to develop a plan and timetable for implementation of audit recommendations which is included in the final published report.  If the recommendations are not going to be implemented, an alternative method of resolving the problem(s) should be noted in the response.

Procedures:

1. The Internal Audit Manager will contact management to schedule the exit conference upon completion of the exit conference draft.

2. The draft report and copies of A.R. 19 with supplement will be mailed to auditee prior to the exit conference.  The number of copies to be delivered and when they should be delivered will be decided by the Internal Audit Manager.

3. The report will be accompanied by a transmittal letter that confirms the time and place of the exit conference and stresses the confidentially of the report.  The letter should also inform management of the requirements for a written response to the recommendations and a date the response is expected. 

4. Administrative support staff will stamp on the cover page of the exit conference draft:

5. The audit team should check to ensure this is done and that none of the reports have missing pages, duplicate pages or pages out of sequence.

6. The lead auditor should bring extra copies of the report to the exit conference in case they are needed.

7. There is no hard and fast rule on how an exit conference is conducted.  Generally, the Internal Audit Manager will be present at the exit conference and usually begins the discussion by explaining the purpose of the meeting and the normal process of issuing the report once the exit conference is concluded.

8. The lead auditor should lead the discussion concerning the audit report.  The lead auditor should begin by discussing the background and scope sections of the report before reviewing findings and recommendations.  The sections should not be read verbatim.  Rather, the lead auditor should summarize each report section and request auditee comments and concurrence.  Normally, the executive summary is reviewed last, after all audit results have been discussed.

9. Auditee objections, requests for clarifications or requests for word changes should be carefully considered, and where possible, resolved during the meeting.  Proposed changes should be made to the lead auditor’s copy of the exit conference draft.  After reviewing the entire report, the lead auditor should summarize the proposed changes discussed during the meeting and confirm with management any items left pending.

10. At the close of the meeting the auditee should be reminded of the date by which we need to receive their written response.  Generally, management is expected to submit their response to the Internal Audit Division for inclusion in the final report within 14 days after the exit conference.  However, this is negotiable to ensure the report is issued in a timely fashion.

11. Examples of other responses may be brought to the exit conference.  These examples may be shared with the auditee in cases where they are not familiar with the response process.

12. Upon returning to the office, the Internal Audit Manager and team members will review the proposed changes and make any necessary alterations to the report draft.  This includes resolving with the auditee any items left pending at the exit conference.  Auditee management will be informed of the final changes made to the report.  If the changes are minor, a telephone call will suffice.  If significant changes are involved, the auditee will be provided with a revised copy of the exit conference draft and all changes will be explained.

13. A copy of the exit conference draft with changes, along with the minutes of the meeting, will be recorded and placed in the workpapers.

14. The Internal Audit Division will make every effort to withhold issuing the final report until the auditee’s response is received.  However, the report may be issued without the reply if management does not provide a timely response, or if circumstances warrant an earlier release.  In these cases the response can be issued directly to the City Manager.
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