Entity-Level Controls
Audit Work Program

Project Team (list members):

	Project Timing:
	Date
	Comments

	Planning
	
	

	Fieldwork
	
	

	Report Issuance (Local)
	
	

	Report Issuance (Worldwide)
	
	


Audit Objectives:
The objective of this audit work program is to evaluate the entity-level controls at an organization. The work program specifically focuses on entity-level topics such as:
I Control Environment
· Integrity and ethical values
· Management commitment to competence
· An effective Board of Directors
· Management's philosophy and operating style

· Organizational structure

· Assignment of authority and responsibility

· Organization around the Human Resources Department.
II. Risk Assessment
· Entity-level objectives
· Process level objectives

· Risk identification and analysis

· Managing change
III. Information and Communication
· Quality of information

· Effectiveness of communication

IV. Control Activities

· Process controls

V. Monitoring
· Ongoing monitoring activities

· Evaluation of internal control system 

· Reporting deficiencies

	Time
	Project Work Step
	Initial
	Index

	
	I. Control – A Code of Business Conduct and Ethical Practices exists within all Company XYZ locations and is distributed to all employees and is available on the company’s public Internet site.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Code of Conduct and verify the Code is:
	
	

	
	a. Approved by the Board of Directors.
	
	

	
	b. Available on the Intranet.
	
	

	
	c. Addresses specific areas mentioned in control.
	
	

	
	d. Guidance on actions to take if an employee encounters improper behavior.
	
	

	
	II. Control - Integrity and Ethics Training takes place as part of regular events. 
	
	

	
	A. Inspection Test 
	
	

	
	1. Inspect the training materials from the (year) Ethics and Compliance Training events. 
	
	

	
	2. Ensure that curriculum includes appropriate attention to integrity and ethical values. 
	
	

	
	3. Verify that attendance is maintained and monitored.
	
	

	
	III. Control - Code of Business Conduct has been distributed and acknowledgment cards are signed by each employee and are kept on file. 
	
	

	
	A. Inspection Test
	
	

	
	1. Select a sample of employees.
	
	

	
	2. Obtain the employee's signed Code of Business Conduct and Ethical Practices acknowledgment card.
	
	

	
	IV. Control - Disciplinary action for departures from the Code are enforced as explained in the Code.  Consequences of failure to follow the code are also covered in ethics training courses.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Code of Conduct.
	
	

	
	2. Verify the Code contains consequences for deviations from the Code.
	
	

	
	3. Interview X employees.
	
	

	
	4. Verify the employees are aware of actual or potential disciplinary actions that have been or may be taken in response to deviations from the Code.
	
	

	
	V. Control - Policy and procedures for handling of ethics complaints exist and are enforced. The Company has established procedures for the confidential, anonymous submission of concerns by employees about questionable accounting or auditing matters.  A process exists for thoroughly investigating complaints, including determining which complaints will be investigated by management and which complaints will be investigated by the Audit Committee or its advisors.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the policy on handling of accounting and audit-related complaints and verify it contains procedures for the collection and handling of ethics complaints.
	
	

	
	2. Obtain the latest report from System X and verify that all calls have been assigned to individuals or departments for investigation and have been handled in a timely manner.
	
	

	
	3. Select a call from the System X list.  Verify that documentation supports the outcome of the investigation.
	
	

	
	a. Select a sample of employees. Inquire about what they would do if an employee reported an ethical complaint to them.  Verify that they know the correct procedure to report the complaint upward, to the Legal Department, or to call/write or use the web to report the complaint.
	
	

	
	VI. Control - Senior Management consists of several functional areas.  Formal job descriptions exist for key positions within the organization.  Management has analyzed the tasks comprising particular jobs, considering such factors as the extent to which individuals must exercise judgment and the extent of related supervision.  Job descriptions convey the essentials of the position: general responsibilities, skills, experience, and preferred educational background required.  They are used to ensure competent, qualified people are hired to fill positions at Company XYZ.  
	
	

	
	A. Inspection Test
	
	

	
	1. Select a sample of employees hired in the last year.
	
	

	
	2. Verify that a detailed job description exists for the employee's title.
	
	

	
	3. Verify that a copy of the employee's job description is filed in their personnel file.
	
	

	
	VII. Control - Accounting and financial personnel knowledge is sufficient to keep pace with growth and complexity of business.  Management demonstrates a commitment to provide sufficient accounting and financial personnel to keep pace with the growth and/or complexity of the business.  Departmental staffing is appropriate (particularly with regard to knowledge and experience of management and supervisory levels within the accounting, information systems, and financial reporting areas). 
	
	

	
	A. Inspection Test
	
	

	
	1. Review organization charts for accounting personnel.
	
	

	
	2. Verify that there have been no long-term vacancies or that tasks from vacancies have been re-assigned to other staff.
	
	

	
	3. Review entity-level survey results for responses on whether there is an adequate amount of staff.
	
	

	
	VIII. Control - Senior Management consists of several functional areas.  The Board of Directors and the Nominating and Corporate Governance Committee are responsible for assessing the effectiveness of management. 
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain organization charts.
	
	

	
	2. Verify that the senior member of all departments report to appropriate C-Level employees.
	
	

	
	IX. Control - The company risk assessment presented to the Board of Directors.  The Board of Directors and/or the Audit Committee oversees and monitors the risk assessment process and takes action to address the significant risks identified.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Board of Director or Audit Committee minutes.
	
	

	
	2. Verify the risk assessment results or other discussion of organizational risks occurred at Board of Director or Audit Committee meetings.
	
	

	
	X. Control - The Audit Committee charter contains the authorities and responsibilities of the Audit Committee and outlines duties, responsibilities, resources, and authority.  The Audit Committee charter includes oversight responsibility for understanding how management identifies, monitors and controls business risks. 
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Audit Committee charter.
	
	

	
	2. Verify the charter contains committee authority and responsibilities, including oversight responsibility for understanding how management identifies, monitors and controls business risks.
	
	

	
	XI. Control - The Audit Committee is an informed, vigilant and effective overseer of the financial reporting process and the company's internal controls.  The Audit Committee is responsible for overseeing:
1. The integrity of the financial statements

2. The company's compliance with legal regulations

3. The independence, qualifications and performance of the independent auditors

4. The performance of the Internal Audit function.

The Audit Committee meets regularly, often in the presence of the auditors.  The Audit Committee is responsible for appointing External Auditors, per the Audit Committee charter.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Audit Committee meetings minutes.
	
	

	
	2. Verify the committee meets regularly and included minutes regarding:
	
	

	
	a. The integrity of the financial statements.
	
	

	
	b. The company's compliance with legal regulations.
	
	

	
	c. The independence, qualifications and performance of the External Auditors.
	
	

	
	d. The performance of the Internal Audit function.
	
	

	
	XII. Control - The Board of Directors and associated committees meet regularly with management, as reflected in Board of Director minutes.   Management discusses all changes that may have a significant effect on the company at Board of Director and Audit Committee meetings.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Board and committee minutes for the year.
	
	

	
	2. Verify there is regular communication with management regarding strategic initiatives and any changes or updates to the company's operations.
	
	

	
	XIII. Control - The Board of Directors performs a self-evaluation annually, as instructed in the Corporate Governance Guidelines.  The results of the self-evaluation are documented in Board of Director minutes.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Corporate Governance Guidelines and listing of Board of Director members from the Corporate Governance website and proxy.
	
	

	
	2. Verify the Board of Directors is granted authority and responsibility by the Corporate Governance Guidelines.  
	
	

	
	3. Verify that the makeup (i.e. number, background, expertise) of the Board of Directors and associated committees are in line with the guidelines.
	
	

	
	XIV. Control - The Board of Directors are granted authority and responsibility by the Corporate Governance Guidelines.  The makeup (i.e. number, background, expertise) of the Board of Directors and associated committees are appropriate given the size of the company.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Corporate Governance Guidelines and listing of Board of Director members from the Corporate Governance website and proxy.
	
	

	
	2. Verify the Board of Directors is granted authority and responsibility by the Corporate Governance Guidelines.  
	
	

	
	3. Verify that the makeup (i.e. number, background, expertise) of the Board of Directors and associated committees are in line with the guidelines.
	
	

	
	XV. Control – The Audit Committee has at least one financial expert as required by SEC rules and the Audit Committee charter.   
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the latest proxy statement.
	
	

	
	2. Verify that at least one member of the Audit Committee is qualified as a financial expert.
	
	

	
	XVI. Control - The Audit Committee meets regularly with External and Internal Auditors.  The Board of Directors and Audit Committee review significant accounting changes quarterly at meetings with management and the External Auditors.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain Board of Directors and Audit Committee minutes.
	
	

	
	2. Verify that the External and Internal Auditors meet with the Audit Committee.
	
	

	
	XVII. Control - The Audit Committee queries both management and the External Auditors regarding knowledge of any fraud.  When allegations of fraud are made, the Audit Committee is involved in the investigation.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain Audit Committee minutes.
	
	

	
	2. Verify that fraud and/or hotline calls are discussed.
	
	

	
	XVIII. Control - A cross-functional (operational and financial) executive management team holds weekly meetings and is involved in decisions on significant transactions.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain evidence (e.g., agendas, meeting requests, observation) that the executive committee meets on a regular basis.
	
	

	
	XIX. Control - Employees establish goals, are evaluated on their performance and compensated accordingly through a bonus. Incentive bonuses are considered an appropriate percentage of total compensation and would not foster unethical behavior.  Incentives are not heavily dependent upon short-term financial results.  The Human Resources Department develops an Incentive Compensation Plan that applies to the entire company.  The plan is reviewed by the Board of Directors.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Incentive Compensation Plan, including salary grades and bonus percentages.
	
	

	
	2. Verify that the plan is reasonable and does not contain excessive compensation or compensation based heavily on actions fostering unethical behavior.
	
	

	
	3. Obtain the spreadsheet used to calculate bonuses.  
	
	

	
	4. Select a sample of X employees and verify that the bonus calculation and amount is in-line with the policy.
	
	

	
	5. Verify that the individual performance portion of the calculation is supported by a signed evaluation by the employee's supervisor.
	
	

	
	XX. Control - Management reviews financial results for variances from budget.  Budgets/forecasts are updated throughout the year to reflect changing conditions.  A monthly reporting package sent to Corporate and Regional Management contains variance analysis.  Forecasts are provided by the locations to regional and corporate management monthly, many times weekly.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the results of Section 404 testing.
	
	

	
	2. Verify that monthly reporting package sent to Corporate and Regional Management contains variance analysis and are reviewed by management.
	
	

	
	XXI. Control - Management corrects identified control deficiencies and follows-up on recommendations from External Auditors on internal control and policies and procedures in a timely manner. Management corrects identified internal control deficiencies on a timely basis and follows-up on a timely and appropriate basis on recommendations from External Auditors on internal control and policies and procedures of the Company.  Control deficiency responses are tracked in the SOX database. Internal Audit Reports also contain management responses.  Management tracks reported deficiencies and action plans using the SOX database. The (insert position) follows-up with process owners to ensure remedial action is taken.
	
	


	
	A. Inspection Test
	
	

	
	1. Review reports from SOX database.
	
	

	
	2. Inspect the SOX database to ensure that deficiencies noted are responded to by management with action plans and corrected in a timely manner.
	
	

	
	XXII. Control – Management has developed an Internal Control Steering Committee (ICSC) to assist in overseeing the system of internal control.  The ICSC meets with the External Auditors and SOX Project Team leadership on a bi-monthly basis to discuss the status of the Section 404 project and other issues related to internal control.  Finance Managers regularly report the status of remediation of control deficiencies to the Director of Sarbanes-Oxley.  This group reports to the Audit Committee as requested.  Internal control is also stressed in the ethics and compliance training.  In addition, the monthly certification process requires certifiers to attest to the status of the control environment.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain documentation of ICSC meetings where internal control is the focus of the meetings.
	
	

	
	2. Verify that meetings are held regularly.
	
	

	
	3. Obtain evidence that internal control is a subject of the ethics and compliance training or other training.
	
	

	
	XXIII. Control - Financial personnel are reviewed and trained to keep pace with the growth and complexity of the business.  Finance Managers attend an annual conference, which covers new policies, initiatives, and accounting guidance. Training and performance goals are discussed as part of the new Performance Management system for key employees.  Key employees are evaluated annually in the performance management system.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain evidence that Finance Managers are trained on new policies, initiatives, and accounting rules.
	
	

	
	XXIV. Control - A Disclosure Committee has been established by Management to determine what should be disclosed in the financial statements.  This Committee meets prior to the release of each quarter's financial statements.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain an agenda or other documentation from X meetings of the Disclosure Committee.
	
	

	
	XXV. Control – Executives are held to the same Code of Conduct as are all employees, and are required to acknowledge their understanding of the Code.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the signed Code of Conduct acknowledgment from all officers.
	
	

	
	XXVI. Control - Organizational structure is not overly complex and is appropriate given the size, operations, and locations of the company.  Lines of authority and responsibility are indicated on the organizational charts maintained by the assistant to the HR.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain organization charts for the company.
	
	

	
	2. Verify company structure is not overly complex and reporting relationships are established.
	
	

	
	XXVII. Control - The Delegation of Authority policy addresses authorization and approval of transactions.  
	
	


	
	A. Inspection Test
	
	

	
	1. Obtain the Delegation of Authority policy.
	
	

	
	2. Verify that the policy has been communicated to employees.
	
	

	
	XXVIII. Control - Lines of reporting are established to provide open communication.  Reporting relationships are outlined on the organization charts.  Finance Managers attend weekly conference calls with their division management to discuss a variety of topics.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain organization charts and verify reporting relationships are clearly established.  
	
	

	
	2. Verify that conference calls are conducted on a regular basis between division and country finance managers.
	
	

	
	XXIX. Control - An ethics hotline is established and employees are aware it exists and how to use it.  A hotline is designed for the confidential submission of accounting and ethical concerns.  Methods for reporting ethical concerns have been established, as allowed by law. All employees have the following methods available to them: directly reporting to the supervisor, letter to the Audit Committee or General Counsel, and anonymous reporting via internet or phone. When reports are received, they are handled according to the Audit Committee policy on the handling of accounting and audit related complaints.
	
	

	
	A. Inspection Test
	
	

	
	1. Verify that an ethics hotline has been established for the confidential submission of ethical complaints.
	
	

	
	2. Verify that the various methods of accessing the hotline (web, phone, in writing) have been communicated to employees.
	
	

	
	XXX. Control - When a key employee leaves the company, responsibilities, including control ownership, are transferred to a replacement.  Company XYZ implemented a Succession Planning process for executive-level employees.
	
	

	
	A. Inspection Test
	
	

	
	1. Select a sample of employees.
	
	

	
	2. Obtain the succession planning book for each position and verify that individuals have been identified in each book.
	
	

	
	XXXI. Control - Financial Reporting responsibility for each company is specified.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain a listing of all companies from financial reporting system.
	
	

	
	2. Obtain listing of certifiers and verify that all companies have a certifier.
	
	

	
	XXXII. Control - A background check is run for all employees before being hired.  Background checks can include: criminal background check, reference check, approval of visa, employment or education check, or a combination of these.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain a sample of employees hired in the last year.
	
	

	
	2. Obtain evidence that a background check was conducted on the employee prior to employment.
	
	

	
	XXXIII. Control - Job performance is evaluated periodically with each employee, and goals and objectives are reviewed.  Job performance is evaluated periodically and reviewed at least annually with each employee.  Annual goals and objectives are reviewed and established in connection with annual performance reviews.  
	
	


	
	A. Inspection Test
	
	

	
	1. Select a sample of employees.
	
	

	
	2. Verify that each employee has a completed current evaluation, with goals, evaluation of competencies, and supervisor sign-off.
	
	

	
	XXIV. Control – The Mission Statement and Quality Policy Statement are clearly stated on the corporate home page of the Company XYZ website.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Mission Statement or other document stating the company's objectives.
	
	

	
	XXXV. Control - A business plan exists and is updated annually.  A business plan is created during budgeting meetings between regional and location finance and operations management.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the business plan.
	
	

	
	2. Verify that a budget is created for each location.
	
	

	
	XXXVI. Control – An entity-wide risk assessment is performed on a periodic basis.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the latest risk assessment.
	
	

	
	2. Verify that the assessment includes likelihood, potential impact, and action plans to mitigate the risk.
	
	

	
	3. Verify that the assessment is reviewed by senior management.
	
	

	
	XXXVII. Control - Monthly certifications and reporting occur.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain testing for monthly certifications and verify that monthly certifications are submitted.
	
	

	
	2. Obtain the form and verify that certifications cover various types if risks and identify related-party transactions.
	
	

	
	XXXVIII. Control - Process to identify changes in GAAP and regulatory issues exist and are utilized.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain Section 404 testing and verify that there is a process in place to identify GAAP and regulatory changes and communicate those changes. 
	
	

	
	2. Document any other methods for communicating accounting guidance (e.g., training, conference calls, etc.) throughout the company.
	
	

	
	XLIX. Control – Corporate policies are issued or updated on a regular basis.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain new policies issued or updated in the current year.
	
	

	
	2. Verify that authority is granted for determining which policies to issue and then drafting and issuing those policies.
	
	

	
	XL. Control – A Record Retention policy exists and is communicated throughout the organization.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Record Retention policy. 
	
	

	
	2. Obtain evidence that document categorization and disposal occurs on a regular basis, as stated in the policy.
	
	

	
	XLI. Control - IT Strategic plan exists and is regularly monitored by the IT Department.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the IT Strategic Plan.
	
	

	
	2. Verify that the plan covers at least X years and is monitored.
	
	

	
	XLII. Control - IT systems provide timely and reliable reports.
	
	


	
	A. Inspection Test
	
	

	
	1. Obtain standard reporting package from the financial reporting system.
	
	

	
	2. Obtain the results of the entity-level survey and verify that employees have an acceptable level of satisfaction with the IT system.
	
	

	
	XLIII. Control - Coordination exists between the IT and Accounting Departments.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the results of the entity-level survey and verify that employees have an acceptable level of coordination between the IT and Accounting Department.  
	
	

	
	2. Obtain IT Steering Committee agendas and verify that Accounting is represented.
	
	

	
	3. Obtain organization charts and verify that individuals are identified in the Accounting Department who consult with IT.
	
	

	
	XLIV. Control - Policy development and modification of accounting system exists.  Process Change Control policy has been issued.  A Policy Committee exists to issue and revise policies.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Process Change Control policy.
	
	

	
	2. Verify that there is a process in place for reviewing and approving changes to processes prior to implementation.
	
	

	
	XLV. Control - Any changes made to the IT system are authorized and in line with the business objectives.  A System Change Control policy is in place.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the System Change Control policy.
	
	

	
	2. Verify procedures exist for initiating, testing, and approving changes to systems.
	
	

	
	XLVI. Control - Disclosures matrix details all activities completed for the 10-K and the person responsible for each activity.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the disclosures matrix.
	
	

	
	2. Verify that responsibility and procedures for all aspects of financial reporting are assigned and carried out.
	
	

	
	XLVII. Control - Litigation is monitored centrally by the Corporate Legal Department. Any litigation from vendors, tenants, and other external parties are monitored.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain Section 404 testing and verify that litigation is monitored.
	
	

	
	XLVIII. Control - Critical information is disseminated through corporate email and posted for employees who do not have access to email.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain a sample of Company’s internal communication policy. 
	
	

	
	2. Review announcements made on the Company internal website.
	
	

	
	3. Obtain other communications that exist (e.g., conference calls, letters from the CEO).
	
	

	
	4. Verify that important information is communicated regularly to employees.
	
	

	
	5. Verify that communication channels are acceptable for employees to receive the information.
	
	

	
	XLIX. Control - The Internal Audit function is independent of the activities they audit.  The Internal Audit charter states that the Internal Audit Director reports functionally to the Chairman of the Audit Committee and administratively to the CFO.
	
	


	
	A. Inspection Test
	
	

	
	1. Obtain the Internal Audit charter and verify that the IA Director reports functionally to the Audit Committee.
	
	

	
	2. Obtain organization charts and verify that the Internal Audit Department is independent of the activities they audit.
	
	

	
	L. Control - Internal Audit issues reports based on its audits to management.  Internal Audit Reports also contain management responses.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain Internal Audit plan of audits for (insert time period).
	
	

	
	2. Obtain reports issued from those audits.
	
	

	
	3. Verify that the reports contain action items and management responses.
	
	

	
	LI. Control - The Internal Audit charter outlines accountability, independence, responsibility, and authority for Internal Audit.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Internal Audit charter.
	
	

	
	2. Verify it outlines accountability, independence, responsibility, and authority for the Internal Audit Department.
	
	

	
	LII. Control – The Internal Audit Department performs a periodic risk assessment.  Audits are planned around the risks identified in the risk assessment.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the recent Internal Audit risk assessment.
	
	

	
	2. Verify that planned audits address the high-risk areas.
	
	

	
	LIII. Control - The Internal Audit Department has a plan of audits and also conducts special audits when issues arise.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain Internal Audit outline of planned audits.
	
	

	
	2. Verify that audits are conducted as planned.
	
	

	
	LIV. Control - FCPA and Anti-Bribery policies exist and are enforced.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain listing of agents from the Legal Department.
	
	

	
	2. Verify that all marketing agents have been vetted by Company XYZ by obtaining the marketing memo stating the business purpose for using the agent, due diligence questionnaire, results of background check, and an executed agency agreement (contract).
	
	

	
	a. Verify transactional due diligence.
	
	

	
	b. Verify completion of the Agent Certification.
	
	

	
	LV. Control - Authority and responsibility for maintaining compliance with anti-bribery laws are established.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Anti-Bribery and Foreign Corrupt Practices Act Compliance Program policy. 
	
	

	
	2. Verify that the program contains details of the company's efforts to comply with anti-bribery laws, establishes authority for ensuring compliance, and establishes consequences for failure to comply.
	
	

	
	LVI. Control - Employees evaluated on adherence to ethics and integrity.  These are core competencies employees are evaluated on a regular basis.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain standard Performance Evaluation form.
	
	

	
	2. Verify that ethics and integrity are a competency on which employees are evaluated.
	
	

	
	LVII. Control - Officer and Key Manager meetings are held quarterly. Topics covered include updates from all functional leaders, business developments and initiatives, financials, and business updates from the various divisions.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain evidence of quarterly Officer and Key Manager meetings.
	
	

	
	LVIII. Control - Board of Directors review long-term strategic and business plans.  The Corporate Governance Guidelines direct the Board of Directors to review the company's long-term strategic and business plans.  The business plan is created annually at Budget Meetings and is presented to the Board of Directors.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain Board of Directors and related committee meeting minutes.
	
	

	
	2. Verify the Board of Directors reviews the company's long-term strategic and business plans.
	
	

	
	LIV. Control - A Compensation Committee of the Board of Directors has been established to:
1. Review and approve executive compensation,
2. Administer and make recommendations on incentive and equity compensation plans, and

3. Produce an executive compensation report as required by the SEC.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Compensation Committee charter.
	
	

	
	2. Verify the charter grants the committee authority to:
	
	

	
	a. Review and approve executive compensation.
	
	

	
	b. Administer and make recommendations on incentive and equity compensation plans, and
	
	

	
	c. Produce an executive compensation report as required by the SEC.
	
	

	
	3. Verify that the Compensation Committee performs the duties listed above.
	
	

	
	LX. Control - The Board of Directors adopted Corporate Governance Guidelines to assist them in executing their responsibilities under law and NYSE regulations.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the Corporate Governance Guidelines.
	
	

	
	2. Verify the Guidelines cover: Board Qualifications, Director Responsibilities, Functioning of the Board, and Board Committees.
	
	

	
	LXI. Control - An entity-level survey is conducted annually, focusing on the Control Environment, Risk Assessment, Information and Communication, and Monitoring areas of COSO.  The survey is conducted anonymously to employees at all levels and from locations worldwide.  Management reviews the results and produces a report.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the results of the latest entity-level survey.
	
	

	
	2. Verify the survey covers all COSO components.
	
	

	
	3. Verify the results of the survey are communicated to senior management
	
	

	
	LXII. Control - The Anti-bribery Compliance Program (ACP) establishes an FCPA Steering Committee that is responsible for administering and enforcing the ACP.  Agents acting on behalf of Company XYZ are vetted by the FCPA Steering Committee.  In addition to approving agents, the FCPA Committee addresses other issues raised.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain minutes of FCPA Steering Committee. 
	
	

	
	2. Verify meetings are conducted on a quarterly basis relating to the company's compliance with the FCPA and other anti-bribery laws.
	
	

	
	LXIII. Control - Management has established an Internal Control Steering Committee to monitor and report on the company's system of internal control.
	
	


	
	A. Inspection Test
	
	

	
	1. Select a sample of X ICSC meetings. 
	
	

	
	2. Obtain minutes/agenda from the meetings. 
	
	

	
	3. Verify control deficiencies are discussed.  
	
	

	
	LXIV. Control - The Board of Directors established a Nominating and Corporate Governance Committee to:
1. Identify potential Board of Directors members

2. Recommend candidates to fill Board of Directors vacancies

3. Recommend committee assignments

4. Monitor the performance of the Board of Directors, individual directors, and senior management

5. Review Board of Directors’ compensation

6. Develop corporate governance policies and procedures.

7. The Nominating and Corporate Governance Committee meets several times a year.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the minutes to the Nominating and Corporate Governance Committee.  
	
	

	
	2. Verify that the committee addresses the responsibilities listed in its charter.
	
	

	
	LXV. Control - A SOX Project Management Office (SOX PMO) has been established to direct and monitor Section 404 compliance.  The SOX PMO is responsible for maintaining documentation, testing, and reporting on the system of internal control.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain documentation showing planning of Section 404 compliance efforts.
	
	

	
	2. Verify that management is monitoring design and operating effectiveness of controls and managing remediation.
	
	

	
	LXVI. Control - The Board of Directors adopted the Code of Conduct in (insert year) and have signed acknowledgments.  
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain the signed Code acknowledgments from all current Board of Directors members.
	
	

	
	LXVII. Control - The Legal Department maintains a list of all approved marketing/operations agents. Corporate Accounting performs a quarterly analysis on accruals and payments made to agents. The Accountant requests roll-forward statements from each base containing current accruals and cash payments. The Accountant creates a schedule of accruals and payments made to agents and reconciles the list of agents to the approved list of agents. If there are any that do not reconcile, the Legal Department is contacted to resolve the discrepancy. The Accountant then sends the schedule to the CAO, Corporate Controller, and Legal Department.
	
	

	
	A. Inspection Test
	
	

	
	1. Obtain quarterly roll-forward schedule of agency fees paid. 
	
	

	
	2. Verify accounting prepares a schedule of agency accruals and fees paid. 
	
	

	
	3. Verify agents paid are reconciled to the approved list provided by the Legal Department.
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