OFFICE OF INTERNAL AUDIT

INFORMATION REQUEST LIST

The following information is requested to facilitate our understanding of your departmental operations and activities. This list is not intended to be all-inclusive.  Additional information or questions may be required throughout the course of the audit.  If the information detailed below is not available, we do not intend for you to create this information for our purposes.  Please feel free to advise us of any additional information/documentation not listed below that may be useful to us in the conduct of this audit. If you or your staff have any questions or need clarification regarding this request, please call Carolyn Hafner or In-Charge at 7-2128.

	#
	Document
	Due Date
	Date Received

	1
	Departmental organizational chart
	
	

	2
	List of all accounts (numbers and account titles) maintained by your unit


	
	

	3
	Operating and/or comparative analysis reports prepared or issued by your department on an annual basis
	
	

	4
	Description of significant departmental processes (include flowcharts if available)
	
	

	5
	Internal policies and procedures manual
	
	

	6
	Proposed or pending changes in policies and procedures
	
	

	7
	Copies of external regulations applicable to the department
	
	

	8
	List of Key Personnel Contacts


	
	

	9
	List of departmental approvers and description of approval authority
	
	

	10
	List of staff with Banner access and description of specific access. (Functions and Query/Maintenance)
	
	

	11 
	List of any supplementary systems used to manage the departmental operations
	
	

	
	
	
	

	
	
	
	


