Guidance on Entrance Conference
	1.
Purpose of meeting

	· Introductions & background of the project

· Agree on the audit timetable

	· Agree on the audit plan – scope of work, methodology, etc.
· Documents to be sent to the audit firm before start of field work

· Audit schedules

· Logistics

	


	2.
INTRODUCTIONS & BACKGROUND 

	

	· A brief overview by USAID and Partner of the project and the status of accounting records for the period under audit.

· Any special concerns or specific areas of focus required by the USAID and/or RIG/Frankfurt
· Agree on the audit time table in section 3 below

	


	3.
audit timetable

	

	Our audit timetable is as follows:

 

Entrance conference  -  Date from title
Start of the audit field work  -  to be agreed
Completion of audit field work  -  to be agreed
Date of submission of draft report to Partner and USAID/WBG  -  to be agreed

Date of exit conference  -  to be agreed
Date due for comments on the draft report from partner -  to be agreed
Date of submission of final draft report, incorporating partner’s comments, to USAID/WBG  -  to be agreed

General review and approval of final draft report by USAID/WBG  -  to be agreed
Date final draft report to be submitted by USAID/WBG to RIG/F  -  to be agreed

	


	4.
audit plan

	Audit scope, methodology and plan - guided by the statement of work which was approved by USAID/WBG on [Date].

	


	5.
AUDIT SCHEDULES

	· See attachment I

	


	6.
logictics

	· Office space

· Equipment

· Contact person

	


	7.
Conclusion

	· Recap on needs and expectations

	· Scope and timing of audit engagement

	· Form of reporting to management

	· Any other areas to be addressed


ATTACHMENT I
	Audit area
	Sample of Required Documents


	General
	· Trial balance/Fund accountability statement

· Progress reports made to the USAID/WBG
· Grant/Contract agreement and amendments (if any)

· Organisation structure, for the project and the entire organization.

· Details of bank accounts if the funds are in a separate bank account. Approved project budget.

	Bank and Cash
	· Bank reconciliations for all project bank accounts as of the end of the audit period 
· Physical count sheets/petty cash certificate supporting petty cash balances as of period end
· Bank statements for the whole period and for the period subsequent to year end.



	Prepayments/ receivables
	· Listing of any receivables and or prepayments



	Equipment
	· An equipment register showing opening balances, additions and disposals during the year
· Supporting authorization for additions/disposals
· Equipment insurance covers register for the period under review
· Log books for motor vehicles owned by the project.


	Payables and commitments
	· A list of all project creditors as of the year end supporting the TB balance
· A list of accruals together with the supporting documents

· Statements from all major suppliers as of year end

· Cashbook after period end

· All unpaid invoices as of year-end.

(Note some items are only applicable when using accrual accounting)



	Income 
	· Bank statements for the whole period under review

· Donor correspondence file

· Details of any other income received by the project.



	Payroll and administration expenses 
	· Staff payroll for the whole period

· Ensure that personnel files are all available
· Employees signed and approved time sheets

· Method and calculation of payroll expenses allocated to the USAID award
· Details of any salary adjustments during the period

· Statutory deductions – income tax, national insurance, provident fund, etc.
· Contracts of any consultants hired within the projects

· Details/ listings of any payments to volunteers/casual employees.

	Expenses
	· General ledger

· Detailed listing of all expenses included in the general ledger
· Ensure all supporting documents for payments are on file (e.g. Requests for quotation, tender documents, Local Purchase orders, Invoices, Delivery Notes, Goods received notes and payment vouchers.)
· Method and computation of costs allocation to the USAID award
· Computation of NICRA/overhead (if applicable).



