INSTRUCTIONS FOR PREPARING 2002-03 INTERNAL CONTROL SUMMARY

This Internal Control Summary, to be submitted to the Expenditure/Debt Unit,
Division of the Budget, by March 31, 2003, provides background on the internal
control certifications made by agencies and authorities for 2002-03.

AGENCY DATE COMPLETED BY

1. Describe the review process used by the agency during 2002-03 to assure that
internal controls were evaluated regularly.

2. List all high-risk activities and indicate which were reviewed during 2002-03. Discuss
how operations were reviewed to determine whether effective policies and procedures
were in place to ensure government continuity and accountability including areas such
as disaster planning/recovery, mail processing, procurement, risk management,
security, and workforce/succession planning.
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3. Identify the significant deficiencies revealed through the agency's 2002-03 review
process. Outline the actions taken, or planned, to eliminate them. Highlight the most
important internal control improvements made during the fiscal year.

4. Describe the monitoring system installed by the agency to verify that corrective actions
are, in fact, taken. Discuss the extent to which electronic data processing systems are
used to track steps taken to reinforce internal controls.
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5. Summarize specific actions the agency has taken to install a compliance testing
program in accordance with the methods presented in the Managers Guide: Testing
Compliance with Internal Control Requirements. Describe actions taken during
2002-03 to verify test results and expand the testing program.

6. Discuss the methods used in 2002-03 to provide internal control education and
training to keep agency/authority staff aware of the need for internal controls.
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7. Describe measures instituted to sustain the momentum of the internal control program
during 2002-03. Include information on reorganizations and other revisions in the
program to enhance its effectiveness.

8. For those agencies required by BPRM Item B-350 to have an internal audit (1A)
function, demonstrate how that function complies with requirements of the Internal
Control Act and professional IA standards. Provide the following:

The name and title of the IA director.

The name and title of the person to whom the IA director reports.

A description of the internal audit director’s credentials, education and
experience that demonstrate how the director’s qualifications meet IA
standards.

The amount of continuing professional education the director and each staff
member have received over the past two years.

The date and results of the last quality assurance review.
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