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Organisation Name:
SAMPLE INTERNAL AUDIT CHECKLIST
For the Month of: …………………………………….

Please Note:  The sample Internal Audit Checklist t is developed for illustrative purposes only and is not intended to be relevant to any specific position/organisation, nor to be exhaustive.
	Task
	Process
	Completed
	Completed By
	Notes Reference


	Job Reconciliations

1 July - EOM
	Reconcile Whole of Entity P & L to Consolidated Job P & L
	(
	
	

	Receivables 


	Reconcile Control Account Balance to Schedule
	(
	
	

	Payables 


	Reconcile Control Account Balance to Schedule
	(
	
	

	Bank Reconciliations


	All operating, investment, Credit Card accounts reconciled. Bank Reconciliation reports  & bank statements attached for comparison of ‘Expected Balance on Bank Statement’.
	(
	
	

	Check Superannuation Calculations

(Super = 9% OTE)
	Purpose designed spreadsheet completed
	(
	
	

	Salary Sacrifice Liability Accounts
Balance after postings = Nil
	Print General Ledger Summary report from beginning financial year to EoM
	(
	
	

	Superannuation Liability Accounts

Balance after posting of Super Remittances = Nil
	Print General Ledger Summary report from beginning financial year to EoM
	(
	
	

	Nil Balance Electronic Payments
Clearing A/C
	Print General Ledger Summary report from beginning financial year to EoM
	(
	
	

	Chequebook Register – all cheques recorded
	Print Bank Register report in ID order for relevant month
	(
	
	

	GST Collected

Accrual BAS:

Balance after posting of BAS @ EoM = Nil

Cash BAS:

Balance after posting of BAS @ EoM = 

GST on Debtors @ EoM
	Print General Ledger Summary report from beginning financial year to EoM & Receivables Summary with Tax report
	(
	
	

	GST Paid

Accrual BAS:

Balance after posting of BAS @ EoM = Nil

Cash BAS:

Balance after posting of BAS @ EoM = 

GST on Creditors @ EoM
	Print General Ledger Summary report from beginning financial year to EoM & Payables Summary with Tax report
	(
	
	

	PAYG Withholding Account

Balance after posting of BAS @ EoM = Nil
	Print General Ledger Summary report from beginning financial year to EoM
	(
	
	

	Examine Audit Trail
	Checked for evidence of corruptive activity
	(
	
	

	Lock Period
	Lock to beginning of next month to prevent changes to reported results
	(
	
	


(FINDINGS/FOLLOW-UP NOTES

	Notes Ref #
	Findings/Follow-up

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Checklist Review:

Reviewed by:

Name:……………………………… Signature:………………………  Date:……/……/……
