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Message from the Secretary

The Department of Budget and Management (DBM) has been 
pursuing reforms in public financial management to ensure that the 
government spends within means, invests in the right priorities, and 
delivers measurable results within an environment that empowers 
citizens through greater transparency, accountability, and meaningful 
citizen’s participation. 

One reform, which not only visibly improves internal controls but 
also results in institutional strengthening, is the establishment and 
operationalization of the Internal Audit Service/Units (IAS/U) in the 
government. 

While many organizations balk at the mention of internal audit, it 
remains to be a strategic function that ensures good governance by 
providing checks and balances for government interventions. 

In response to this challenge, the DBM, in consultation with national 
government oversight agencies and LGUs, has developed the 
Internal Audit Manual (IAM) for LGUs, which are constrained from 
establishing and operationalizing internal audit for lack of a practical 
guide. 

The IAM for LGUs is a step-by-step guide on how to set up the 
IAS/U, to plan and execute internal audits, to report internal audit 
findings and follow-up recommendations, as well as to evaluate the 
performance of the IAS/U. 

As we issue the IAM, we are very optimistic that this will encourage 
LGUs to appreciate the value of the internal audit function in 
improving their operations and strengthening their institutions. 

Mabuhay at maraming salamat po! 

Florencio B. Abad
Secretary
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Foreword

Based on the assessment of public financial management (PFM) systems undertaken by five hundred fifty (550) 
FY 2013 Bottom-up Budgeting (BuB) focus local government units (LGUs), internal audit is virtually non-
existent at the LGU level, as indicated by the total mean rating of 0.54 out of the highest possible score of 4.0.

In the LGU PFM Reform Roadmap and Implementation Strategy developed by the LGUs with support from the 
oversight agencies, the LGUs identified the lack of a localized manual which will guide the LGUs in establishing 
and operationalizing the internal audit service/unit (IAS/U) as one of the constraining factors.

Thus, pursuant to its mandate under Administrative Order No. 199 dated March 29, 1989 and Memorandum 
Order No. 277 dated January 17, 1990, the Department of Budget and Management endeavored to develop 
the Internal Audit Manual for Local Government Units (IAM for LGUs), under the auspices of the European 
Union-funded Project, “Support to the Local Government Units for More Effective and Accountable Public 
Financial Management (LGU PFM 2 Project).”

The IAM for LGUs is primarily based on the National Guidelines on Internal Control Systems and the Philippine 
Government Internal Audit Manual, which are the official references on internal control and internal audit to 
date.

The IAM for LGUs is intended to guide LGUs in establishing and operationalizing internal audit, thus, achieving 
the following objectives, as articulated in the LGU PFM Reform Roadmap:

l l Functional and operational IAS/U;

l l Regular and timely submission of internal audit reports; and

l l Audit recommendations followed up and implemented.

The IAM for LGUs is applicable to all provinces, cities and municipalities.  It is presented in a manner which 
can be easily understood by all stakeholders, including those tasked with the internal audit function in the 
LGU, as well as those with an interest in internal audit and/or affected by internal audit.
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Part 1. Internal Control and Internal Audit Framework

Introduction

Key to a better appreciation of internal audit is an understanding of internal control so that a clear distinction 
between the two may be established. 

Internal controls are management controls, e.g., standard operating procedures for the filing of documents that 
are designed to maintain and protect the integrity of information, and ensure easy access thereto as and when 
required by authorized officials and personnel are internal controls. 

Internal audit, on the other hand, is the means by which internal controls are checked to determine whether or 
not they are well-designed and properly operated. 

The following sections further explain what are internal control and internal audit. 

1.1	 Definitions of Internal Control 

Internal control refers to the plan of organization and all the coordinated methods and measures adopted 
within an organization or agency to safeguard its assets, check the accuracy and reliability of its accounting 
data, and encourage adherence to prescribed managerial policies [Section 123 of Presidential Decree (PD) 
No. 1445, as amended].

This legal definition is supplemented by the policy that “all resources of the government shall be managed, 
expended, or utilized in accordance with law and regulations and safeguarded against loss or wastage through 
illegal or improper disposition to ensure efficiency, economy, and effectiveness in the operations of government. 
The responsibility to take care that such policy is faithfully adhered to rests directly with the chief or head of 
the government agency concerned” (Section 1, Chapter 1, Subtitle B, Book V of the Administrative Code 
of 1987).

The definition of internal control is amplified in the COA Government Accounting and Auditing Manual 
(GAAM) Volume III which states that “internal control comprises the plan of organization and all the methods 
and measures adopted within an agency to ensure that resources are used consistent with laws, regulations, and 
policies; resources are safeguarded against loss, wastage, and misuse; financial and non-financial information 
are reliable, accurate, and timely; and operations are economical, efficient, and effective” [Section 32, Title 2, 
Volume III of the Government Accounting and Auditing Manual (GAAM)].

The Philippines’ internal control standards are complemented by prevailing international best practices such 
as the Guidelines for Internal Control Standards for the Public Sector issued by the International Organization 
of Supreme Audit Institutions (INTOSAI), an organization of 184 countries (including the Philippines). The 
INTOSAI Guidelines provide a framework for internal control in the public sector against which internal 
control can be evaluated. The framework does not limit or interfere with the duly granted authority related to 
the legislative, rule-making, or other discretionary policy-making powers of an organization.
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The INTOSAI defines internal control as “an integral process that is effected by an entity’s management and 
personnel, and is designed to address risks xxx.” It provides reasonable assurance that, in pursuit of the entity’s 
mission, the following general objectives are achieved:

ll executing orderly, ethical, economical, efficient, and effective operations;

ll fulfilling accountability obligations;

ll complying with applicable laws and regulations; and

ll safeguarding resources against loss, misuse, and damage.

The United States Government Accountability Office (USGAO) also defines internal control as “an integral 
component of an organization’s management which provides reasonable assurance that the following objectives 
are being achieved:

ll effectiveness and efficiency of operations;

ll reliability of financial reporting; and

ll compliance with applicable laws and regulations.”

Under the Philippine setting, the Internal Audit Service/Unit (IAS/U) is not involved in assurance activity. 
The internal audit function or appraisal activity as conducted by the IAS/U constitutes a separate component 
of internal control, the objective of which is to determine whether other internal controls are well designed 
and properly implemented. Said appraisal by the IAS/U does not include an assurance that the LGU’s internal 
controls and operations are economical, efficient, effective, and ethical.

1.2	 Internal Control Framework

Figure 1 shows the Internal Control Framework 
consisting of the internal control objectives and the 
internal control components in the context of the 
public sector.

As shown in the Internal Control Framework in 
Figure 1, there is a direct relationship between the 
general control objectives, which represent what an 
LGU’s internal controls strive to achieve, and the 
internal control components, which represent what 
the general control objectives of an LGU need to 
achieve.

Each internal control component applies to each 
objective. For example, the generation of financial 
and non-financial data from internal and external 
sources, which falls under the information and 
communication component, is directly related 
to the accurate accounting of information, and 
the data are also needed to adhere to managerial 
policies, comply with applicable laws, manage 
operations, and safeguard assets.
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1.3	 Objectives of Internal Control

In fulfilling its mission and mandates, the LGU shall achieve separate but interrelated general objectives of 
internal control, which are as follows:

a)	 Safeguard assets;

b)	 Check the accuracy and reliability of accounting data;

c)	 Adhere to managerial policies;

d)	 Comply with laws and regulations; and

e)	 Ensure effective, efficient, ethical, and economical operations.

Box 1. Four E’s of Operations Defined

Economical	 not wasteful or extravagant, right cost, right price, 
right time, right quality, right quantity;

Efficient	 doing things right given available inputs and specified 
timeframe to deliver given quantity and quality of 
outputs;

Effective	 doing the right things to achieve objectives; and

Ethical	 complying with norms of conduct and conformity 
with Republic Act (RA) No. 6173 (Code of Conduct 
and Ethical Standards for Public Officials and 
Employees)

1.4	 Components of Internal Control

The internal control system consists of control features built into and made an integral part of the LGU’s 
processes to regulate and guide its operations and ensure that the abovementioned internal control objectives 
are attained.

Internal control has five interrelated components, to wit:

a)	 Control environment;

b)	 Risk assessment;

c)	 Control activities;

d)	 Information and communication; and

e)	 Monitoring.
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1.4.1	 Control Environment

The elements of the control environment determine and influence how internal controls are to be structured. 
They are:

a.	 Plan of organization (structure, management, personnel). This consists of the organizational 
structure, as well as the management and personnel set-up of an LGU. It provides the framework 
within which the activities of an LGU are planned, executed, controlled, and reviewed. It considers 
key areas of authority and responsibility and the appropriate lines of reporting.

b.	 Coordinated methods and measures (policies, rules, regulations). These are the control processes 
that are implemented, and comprise the policies, rules, and regulations in every LGU management 
system that support and become integral to the operations. They guide and communicate 
management actions at all levels and ensure that operating activities are performed within the 
standards prescribed.

c.	 Integral process (integration of controls in all aspects). Internal controls are integrated into the 
organizational and decision-making processes to guide and regulate operations to achieve expected 
results and contribute to sectoral goals and objectives.

1.4.2	 Risk Assessment

Risk assessment is the overall process of identifying, analyzing, and evaluating relevant risks to the 
achievement of the control objectives and determining the appropriate response. The concept of risk has 
two elements, to wit: the likelihood that something will happen, and the consequences if it were indeed to 
happen. In other words, it is the identification, analysis, and evaluation of what could go wrong and how 
to address it.

Risk can arise from internal or external sources, and might include exposure to such things as financial loss, 
physical damage, failure of a project to reach its objectives, taxpayer dissatisfaction, unfavorable publicity, 
or mismanagement. For example, risks that LGUs might confront can be categorized into:

ll Strategic risks (risks to the achievement of development goals, such as policymaking and planning 
being weakly linked to budgeting);

ll Commercial risks (risks to stable commercial relationships, such as failure to meet contractual 
obligations);

ll Operational risks (risks to core business activities, such as inadequate human resources or natural 
disasters);

ll Technical risks (risks to managing assets, such as equipment failure or lack of qualified personnel);

ll Financial and systems risks (risks to maintaining financial controls and systems, such as human 
error or incompetence); and 

ll Compliance risks (risks to meeting regulatory obligations such as weak understanding of laws, 
regulations, managerial policies, and operating processes).

1.4.3	 Control Activities

A control activity is a process, policy, practice or any other measure that modifies a risk. Control activities 
must be appropriate, cost effective, comprehensive, and reasonable, and must directly relate to the control 
objectives of the LGU. Appropriate means that the control activity is in the right place and is commensurate 
to the risk response, operating performance, and compliance improvements. Cost effective means that the 
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cost of implementing the control activity should not outweigh its benefits. Comprehensive and reasonable 
mean that the control activity directly relates to the control objectives.

For example, key duties and responsibilities need to be divided or segregated among different people to 
reduce the risk of error and mismanagement. This includes separating the assignment of responsibility for 
processing, reviewing, recording, custody, and approval/authorization of certain transactions.

Another example is that policies or physical controls over vulnerable resources or assets are needed to 
safeguard them from theft, loss, or misuse. These include security for and limited access to assets such as 
cash, inventories of facilities, supplies and equipment, data or records, and information.

1.4.4	 Information and Communication

Information, in the context of internal control, refers to the act of receiving or giving data and information 
needed by public officials and employees to do their jobs and understand their roles and responsibilities. 
Information includes both internally generated data (operational, management, and compliance-related 
information) and information about external events, activities, and conditions necessary for informed 
decision-making.

For example, management’s ability to make appropriate decisions is affected by the quality of information, 
which implies that information should be appropriate, timely, current, accurate, and accessible. The prompt 
recording and filing of transactions and events is a precondition to relevant and reliable information. Required 
information should be identified, captured, and communicated in a form and within a timeframe that 
enables management to carry out decision-making and other personnel to implement their responsibilities.

Communication is the exchange of useful information between and among people and organizations to 
support decisions and coordinate activities. It relates to the free flow of relevant, complete, reliable, correct, 
and timely information up, down, across, inside and outside the organization, including the public they 
serve, other public service organizations1 and sectors concerned.

An LGU and its management must be kept up-to-date on the performance, development and risk, and 
the functioning of internal controls, as well as other relevant events and issues. An LGU should ensure 
that there are adequate means of communicating with and obtaining information from external parties, 
as external communications can provide inputs that may have a highly significant impact on the extent to 
which an LGU achieves its goals.

LGUs should strengthen citizen participation in their service-related processes as a mechanism for 
transparency and accountability.  An LGU shall establish effective measures that assure communication and 
promotion of public services based on the requirements, characteristics, availability, cost, procedures, and 
criteria.  These communication feedback mechanisms could, among other things, be information modules, 
phone service, website, email, citizen service desk, complaints and suggestions box, and use of mass media.

1.4.5	 Monitoring

Monitoring, as a component of internal control, is aimed at assessing the quality of the internal control 
systems’ performance over time. Monitoring considers the collective effectiveness of the five components of 
internal control. It is aimed at ensuring that the other components of internal control continue to function 
over time in relation to the achievement of the control objectives, and are modified appropriately to remain 
attuned to changes in objectives, environment, resources, and risks. There are three (3) ways through which 
monitoring is accomplished, to wit:

1	 Public Service Organizations These are classified into: (1) Public Entities; and (2) Private Entities Providing Public Services.
•	 Public Entities generally pertain to: (1) Agencies of Government, and (2) Public Offices. Agencies of Government 

refer to any of the various units of government, including a department, bureau, office, instrumentality, or 
government-owned and/or -controlled corporation, or a local government or distinct unit therein.

•	 Private Entities providing public services, as mandated and authorized by law, include: (1) Utility and Service Providers; 
(2) Withholding Tax Agents; (3) Procurement Observers; (4) Private Contractors; and (5) Volunteers.
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a.	 Ongoing monitoring which is ingrained in the daily operations and management of the organization;

b.	 Periodic separate evaluation of the controls’ effectiveness; and

c.	 Combination of ongoing monitoring and separate evaluation.

Ongoing Monitoring

Ongoing monitoring occurs when the normal operations and management of an organization provide 
feedback about the effectiveness of the internal control system. It includes regular submission of reports, 
performance measurement, and other management and supervisory activities. It is built into the normal, 
recurring activities of an LGU and in all its operating and support services units. It is performed regularly 
and on a real-time basis, responds dynamically to changing conditions, and is embedded in the LGU’s 
operations.

Ongoing monitoring of internal controls is a function of all units, as well as the top management of an 
LGU. The bureaus and offices and the support services (e.g. planning, financial, and administrative units) 
monitor the performance of regional and field units within their functional concerns. Top management 
shall ensure proper check and balance in the monitoring by operating units and support services.

Monitoring the internal control activities shall be clearly distinguished from reviewing the operations of a 
unit, which is an internal control activity performed by the operating unit.

Separate Evaluation (Internal Audit)

Specific separate evaluations cover the periodic evaluation of the effectiveness of the internal control system 
to ensure that internal controls achieve the desired results through pre-defined methods and procedures. 
Separate evaluations are ways to take a fresh look at the internal controls by focusing directly on the 
effectiveness of the controls at a specific time or date.

In the LGU structure, the IAS/U is mandated to conduct a separate evaluation or appraisal of the internal 
control system to determine whether controls are well designed and properly implemented. In the conduct 
of separate evaluation, the IAS/U shall determine the extent of compliance and assess the adequacy of 
controls embedded in operating and support systems/units, as well as evaluate the performance of programs, 
projects, and activities of the LGU.

Internal audit is a separate evaluation and review function or activity within the overall internal control 
framework of each public service sector organization. To distinguish, operational and management 
monitoring and review include: (i) management review; (ii) monitoring and evaluation; (iii) operating 
performance and compliance reviews, all of which are part of the control activities. These are day-to-day 
responsibilities of operating and support units, distinct from the internal audit function.

The scope and frequency of separate evaluation by the internal audit unit   should   depend   primarily on 
the results of the baseline assessment of the internal control system.  The baseline assessment shall focus on 
the five components of internal control; the significance, materiality, and control risk of key processes and 
systems to achieve the five control objectives; and the assessment of the internal audit risks.

Combination of Ongoing Monitoring and Separate Evaluation

In the assessment of the quality of the internal control systems performance, a combination of ongoing 
monitoring by all units and management of the LGU, and separate evaluation by the IAS/U will help ensure 
that internal controls maintain their effectiveness over time.
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1.5	 Meaning of Internal Audit

Internal audit is the evaluation of management controls and operations performance, and the determination of 
the degree of compliance with laws, regulations, managerial policies, accountability measures, ethical standards, 
and contractual obligations. It involves the appraisal of the plan of organization and all the coordinated methods 
and measures, in order to recommend courses of action on matters relating to operations and management 
control. 

Internal audit, being a separate component of internal control, is instituted to determine whether internal 
controls are well-designed and properly operated.2

1.6	 Value of Having Internal Audit

All LGUs shall have an internal audit function in order to obtain the following benefits:

ll To improve the effectiveness of risk management, controls, and governance processes.

¤¤ This will help an LGU accomplish its objectives by establishing a source of continuous assessment 
of internal controls, and also a continuous source of recommendations for improvement.

ll To instill public confidence in the LGU’s ability to operate effectively.

¤¤ This will help an LGU establish citizens’ trust that the LGU’s resources are effectively and efficiently 
managed for optimum service delivery.

ll To strengthen the mechanism for ensuring the accountability of LGUs to their respective constituents.

¤¤ This will help an LGU to demonstrate that it takes the principle of holding its officials answerable 
for the use of public funds seriously.

1.7	 Legal Bases for Internal Audit

The chronological summary of issuances on the organization, staffing, functions, and activities of internal audit 
is provided as follows:

a)	 RA No. 3456 (Internal Auditing Act of 1962), as amended by RA No. 4177, which created and organized 
an IAS/U in all government agencies to help management achieve an efficient and effective fiscal 
administration and assist in the performance of agency affairs and functions.

b)	 P.D. No. 1 (Reorganizing the Executive Branch of the National Government), which abolished the 
IAS/U created under RA No. 3456, as amended by RA No. 4177. The function was subsequently merged 
with the Management Division of the Financial and Management Service in the Departments pursuant 
to Item 3, Article IV, Chapter I, Part IV of the P.D.

2	 Philippine Government Internal Audit Manual, page 5.
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c)	 Section 1 of Administrative Order (AO) No. 119 dated 29 March 1989, which mandated government 
entities to strengthen their internal control systems and organize systems and procedures in coordination 
with DBM.

d)	 Memorandum Order No. 277 dated 17 January 1990, directing the DBM to promulgate the necessary 
rules, regulations, and circulars for the strengthening of the internal control systems of government 
offices, agencies, government-owned or controlled corporations (GOCCs), and LGUs.

e)	 Section 3(b) of RA No. 7160 (The Local Government Code of 1991), which mandated the establishment 
of an accountable, efficient, and dynamic organizational structure and operating mechanisms that will 
meet the priority needs and service requirements of its communities in every LGU. Section 474(b) 
further provides for the qualifications, powers, and duties of an Accountant, among which is the 
mandate to take charge of both the accounting and internal audit services of the LGU.

f)	 AO No. 278 dated 28 April 1992 [Directing the Strengthening of the Internal Control Systems of 
Government Financial Institutions (GFIs) and LGUs, in their Operations], which provided for the 
functions, duties, and activities of the IAS/U. It also provides that IAS shall be detached from all 
functions of routine operating character.

g)	 AO No. 70 dated 14 April 2003 [Strengthening of the Internal Control Systems of Government Offices, 
Agencies, GOCCs, including GFIs, State Universities and Colleges (SUCs) and LGUs], which reiterated 
the authority for the creation of the IAS/U and its functions.

h)	 DBM Budget Circular No. 2004-4 dated 22 March 2004 (Guidelines on the Organization and Staffing 
of IAUs) which provided for the policy guidelines in the organization, staffing, positions, and salary 
grades of the IAS/U in Departments/Agencies/GOCCS/GFIs/LGUs concerned.

i)	 DBM-CSC Joint Resolution No. 1 dated 12 May 2006 (Rationalization Program’s Organization and 
Staffing Standards and Guidelines), which provided for the creation of the IAS/U with its functions in 
line with Executive Order No. 366, as supplemented by CSC MC No. 12 s. 2006 issued on 22 June 2006. 

j)	 DOJ Opinion No. 007 dated 29 January 2007 (in response to the query on whether or not RA No. 3456, 
as amended by RA No. 4177, is still the enabling law on the establishment of the internal audit function 
in government agencies), which cited the evolution of the IAS/U from RA No. 3456, as amended by RA 
No. 4177 and P.D. No. 1. The IAS/U was abolished but its functions were merged with the Management 
Division under the FMS. It also recognized DBM Budget Circular (BC) No. 2004-04 in setting the 
Guidelines on the Organization and Staffing of IAUs. However, the DOJ opined that the query should 
be coursed to the Office of the Government Corporate Counsel (OGCC) and/or DBM.

k)	 OGCC Opinion No. 099 dated 30 May 2007, which stated that P.D. No. 1 recognized that the IAS/U had 
been abolished but that its functions had been merged with the Management Division under the FMS 
and DBM BC 2004-04.

l)	 DBM Circular Letter No. 2008-5 dated 14 April 2008 (Guidelines in the Organization and Staffing of 
an IAS/U and Management Division/Unit in Departments/Agencies/ GOCCs/GFIs concerned), which 
provides the guidelines in the organization of the IAS/U, clarifies its functions, and specifies the rank 
and salary grade of the head of the IAS/U. The circular states that the head of the IAS/U shall directly 
report to the Department Secretary/Head of the Agency in the case of Departments and regularly 
attached agencies, and to the Audit Committee of the Governing Board in the case of GOCCs/GFIs.

m)	DBM Circular Letter No. 2008-8 dated 23 October 2008 [National Guidelines on Internal Control System 
(NGICS)], which provides guidance to heads of departments and agencies in designing, installing, 
implementing, and monitoring their respective ICS, taking into consideration the requirements of their 
organizations.

These issuances are presented in full chronological order in Annex 1 of this Manual.
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1.8	 Scope of Internal Audit

Internal audit is an integral part of the internal control system of public service organizations. The scope of 
internal audit is broad and involves all matters relating to operations and management control.

Among others, internal audit encompasses the appraisal of the adequacy of internal controls, the conduct of 
management audit, and the evaluation of the results of operations, focusing on the effectiveness of controls of 
operating systems and support services/units/systems. 

1.9	 Types of Audit

As prescribed in the PGIAM, there are three main types of audit:

Compliance 
Audit

Management 
Audit

Operations
Audit

1.9.1	 Compliance Audit 

Compliance audit is the evaluation of the degree of compliance with laws, regulations, managerial policies, 
and operating procedures in the LGU, including compliance with accountability measures, ethical standards, 
and contractual obligations. This type of audit is a necessary first step to, and part of, management and 
operations audits.

1.9.2	 Management Audit

Management audit is a separate evaluation of the effectiveness of internal controls adapted in the operating 
and support services units/systems to determine whether they achieve the control objectives over a period 
of time or as of a specific date.

This includes the determination of the degree of compliance with laws, regulations, managerial policies, 
accountability measures, ethical standards, and contractual obligations covering specific timeframes. It is 
a review and appraisal of the systems and processes, organizational and staffing structures, operations and 
management practices, records, reports, and performance standards of the agencies/units covered.

1.9.3	 Operations Audit

Operations audit is a separate evaluation of the outcome, output, process, and input to determine 
whether government operations, programs, and projects are effective, efficient, ethical and economical, 
including compliance with laws, regulations, managerial policies, accountability measures, and contractual 
obligations. Operations audit of organizations, programs, and projects involves an evaluation of whether or 
not performance targets and expected results were achieved.

The importance of assessing the effectiveness, efficiency, ethicality and economy of government operations 
is essential to the delivery of better public services, accountability, and better governance. The matter 
of outcomes, outputs, processes, and inputs, as well as their correlation with the goals of effectiveness, 
efficiency, ethicality, and economy of operations are the focus of the evaluation.
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1.10	 Functions of Internal Audit Service/Unit

Pursuant to the Administrative Code of 1987, and as reiterated in Item 3.5.4 of the NGICS and Section 3.2 of 
the Scope of Internal Audit of the PGIAM, the functions of the IAS/U are as follows:

1.	 Advise the Local Chief Executive (LCE) or Sanggunian on all matters relating to management control 
and operations audit of the executive or legislative branches;

2.	 Conduct management and operations audit of LGU functions, programs, projects, activities, and 
outputs and determine the degree of compliance with their mandate, policies, government regulations, 
established objectives, systems and procedures/ processes, and contractual obligations;

3.	 Review and appraise systems and procedures, organizational structures, asset management practices, 
financial and management records, reports, and performance standards of the LGU;

4.	 Analyze and evaluate management deficiencies and assist top management by recommending realistic 
courses of action; and

5.	 Perform such other related duties and responsibilities as may be assigned or delegated by the LCE or as 
may be required by law.

1.11	 Internal Audit Service/Unit is detached from Regular Functions

IAS/U shall be detached from all functions of routine operating character, such as the following:

a)	 pre-audit of vouchers and counter-signature of checks;

b)	 inspection of deliveries, although the internal auditor may, as part of the examination, observe 
inspections;

c)	 preparation of treasury and bank reconciliation statements;

d)	 development and installation of systems and procedures; however, in exceptional cases, the internal 
auditor may assist by way of giving suggestions;

e)	 taking physical inventories; however, the internal auditor may review the plans in advance and observe 
and test-check the accuracy of counting, costing, and summarizing;

f)	 maintaining property records; and

g)	 all other activities related to operations.

1.12	 Role of the Accountant in Relation to Internal Audit

Section 76 of the LGC provides that each LGU shall design and implement its own organizational structure 
and staffing pattern taking into consideration its service requirements and financial capability subject to Civil 
Service Commission (CSC) minimum standards.  Further, Sections 447 (a)(1)(vii), 458 (a)(1)(vii) and 467(a)
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(1)(vii) of the LGC provides for the Sanggunian to determine the powers and duties of officials and employees 
of its respective LGU.

The role of the accountant in LGUs, however, is specifically provided in Section 474 (b) (1) of the LGC, which  
provides that the accountant shall take charge of both the accounting and internal audit services of the LGU 
concerned, and shall maintain and install an internal audit system in the LGU.

The Accountant performs regular functions (e.g. pre-audit) because it is an inherent function of the accounting 
unit to ensure that disbursements are in compliance with laws, rules, and regulations that are properly 
documented, while the Internal Auditor performs non-regular functions (e.g. compliance, management and 
operations audits).

Pursuant to Administrative Order No. 278 dated 28 April 1992 (Directing the Strengthening of the Internal 
Control Systems of GFIs and LGUs in their Operations), it is clear that pre-audit of vouchers is not a function 
of the internal auditor and that the internal audit is detached from all regular functions.

Further, the DBM Budget Circular 2004-04 dated 22 March 2004 (Guidelines on the Organization and Staffing 
of IAUs) provides for LGUs to determine their own staffing modifications, subject to approval of the Sanggunian.

With this background, if the Sanggunain issues an ordinance authorizing the creation of an IAS/U, the LGU 
shall follow AO 278 and DBM Budget Circular 2004-04 on how to establish the IAS/U.

1.13	 Relationship of Internal Audit Service with Key Stakeholders

To be effective, the IAS/U must have the trust and confidence of the key stakeholders it works with. This can 
only be established and maintained by fostering effective working relationships and delivering high-quality 
and timely internal audit services.

Local Chief Executive

The IAS/U must report directly to the LCE. The LCE is not the client of the IAS/U. Instead, a superior-
subordinate relationship exists between the LCE and the internal auditors. This means that the Head of 
Internal Audit (HoIA) is accountable to the LCE. This relationship should be used as an opportunity for 
internal audit to gain insights into new and emerging issues and concerns facing the LGU and to discuss 
the role that the LCE requires the IAS/U to fulfill in line with the latter’s mandated function.

Sanggunian

The IAS/U is administratively under the LCE, but operationally under both the LCE and the Sanggunian.  
This distinction is important to preserve the integrity of the IAS/U findings.  Thus, if the IAS/U will audit 
the units/programs/projects of the executive branch, it will have to report its findings to the LCE.  However, 
if it will audit the Sanggunian, it will have to report to the presiding officer of the Sanggunian concerned.  
IAS/U reports for other departments may be provided to the Sanggunian with prior clearance from the 
LCE.

Commission on Audit

The Commission on Audit (COA) has the constitutional authority and duty to examine, audit, and settle 
accounts in accordance with law and regulations. The Constitution, as well as the Administrative Code 
of 1987, also provides that, “where the internal control system of the audited agencies is inadequate, the 
COA may adopt such measures, including temporary or special pre-audit, as necessary and appropriate to 
correct the deficiencies”. This authority of the COA is distinguished from the functions of the IAS/U.
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The IAS/U is an integral part of the LGU and assists in the management and effective discharge of the 
responsibilities of the LGU without intruding on the authority and mandate of the COA granted under the 
Constitution, and without encroaching on, or taking on a stance that is in conflict with the that of COA 
auditors. However, there must be constructive cooperation between the IAS/U and the COA.

1.14	 Internal Audit Principles and Standards

1.14.1	 Objectivity and Impartiality

Objectivity and impartiality are vital to the effectiveness of the internal 
audit function. Objectivity means an unbiased mental attitude and 
professionalism that allows an internal auditor to perform engagements 
with no quality compromises. The principle of objectivity imposes on 
all internal auditors the obligation to be fair and intellectually honest. 
Objectivity requires the auditors not to subordinate their judgment on 
audit matters to that of others. In the execution of an audit, the internal 
auditor must base his/her findings on relevant, reliable, sufficient, and 
timely audit evidence and a set of criteria. Such criteria include statutory 
policies, rules, regulations, and procedures. 

Impartiality, on the other hand, means that the internal auditor is free from 
bias and conflict of interest. He/she does not use his/her position to acquire benefits or advantage for his/
herself or his/her related interests. In case of an actual or potential conflict of interest, he/she practices full 
disclosure and inhibits his/herself from participating in the decision-making process.

To be objective and impartial, the internal auditor shall at all times uphold public interest over and above 
personal interest. He/she shall have no direct authority or responsibility for the activities he/she reviews 
nor any responsibility for developing or implementing processes or systems. He/she shall not have a vested 
interest in the activity being audited. The internal auditor is not allowed to make the rules: he/she shall have 
audit performance standards that are already in place and accepted by the LGU. If the rules are developed, 
he/she cannot impartially evaluate the effectiveness and application of these rules

An internal audit function shall maintain an appropriate level of independence and objectiveness through 
sound reporting relationships, and by those involved in internal audit activities avoiding bias and conflicts 
of interest.

Policies and procedures shall be in place to help an internal audit ensure against the risk of bias, particularly 
arising from perceived familiarity by virtue of long association with persons who are the subject of any 
internal audit activity.

An internal auditor or person responsible for internal audit shall have a process in place to ensure that:

ll Internal auditor does not undertake audit work regarding operations / services for which he/she has 
held responsibility; and

ll Internal auditors may be rotated whenever it is practical and necessary to do so; alternatively, some 
other method is put in place to address the risks associated with having the same auditors responsible 
for auditing the same unit/functional area over a prolonged period.

1.14.2	 Authority and Confidentiality

Based on the audit objectives and subject to compliance with the internal security policies of public service 
organizations, the LCE shall authorize internal auditors to have full, free, and unrestricted access to all 
functions, premises, assets, personnel, records, and other documents and information that the Head of 
Internal Audit (HoIA) considers necessary in undertaking internal audit activities. 

Objectivity & 
Impartiality

Authority & 
Confidentiality

Professional 
Competence
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The internal auditor shall respect the confidentiality of information acquired in the  course of performing 
the audit  activities. Unless there is a legal or professional right or duty to disclose, the Internal Auditor shall 
not use or disclose any such information without proper and specific authority. Likewise, confidentiality 
is not only a matter of disclosure of information but includes the prohibition on the use information for 
personal advantage or for the advantage of a third party.

The HoIA and the individual internal audit staff are responsible and accountable for maintaining the 
confidentiality of the information they receive during the course of their work.

1.14.3	 Professional Competence

The internal auditor shall maintain high standards of competence and the highest degree of professional 
integrity, both in the technical and ethical sense, commensurate with his/her responsibilities and mandated 
functions. He/she must possess and continually develop the knowledge, skills, and other competencies 
needed to perform their responsibilities to enhance the quality of the audit.”

Part 2. Organizing the Internal Audit Service/Unit

2.1	 Organizational Structure

The Local Government Code (LGC), specifically Section 3 (b) thereof, states that “There shall be established 
in every local government unit an accountable, efficient, and dynamic organizational structure, and operating 
mechanisms that will meet the priority needs and service requirements of its communities.”

Paragraph 2 of CSC Memorandum Circular No. 19 s. 1992, otherwise known as “Guidelines and Standards in 
the Establishment of Organizational Structures and Staffing Patterns in LGUs,” provides that it is, therefore, the 
responsibility of every local government unit to establish, approve, and implement the organizational structure 
and staffing pattern in accordance with the guidelines and standards.

To be able to provide the services expected of the IAS/U, it is important that it has an appropriate organizational 
structure. It is important that the IAS/U be positioned well within the organization. The location of the IAS/U 
in the organizational structure of the LCE and in the LGU proper is provided in Figure 2 below:

Figure 2. Organizational Structure of the Executive Branch

 
ASSESSORS PLANNING ACCOUNTING TREASURY OTHERS

OFFICE OF LOCAL 
CHIEF EXECUTIVE

IAS/U

The IAS/U in LGU shall consist of two divisions, namely, the Operations Audit Division and Management 
Audit Division, as shown on the next page.
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Figure 3. Organizational Chart for the Internal Audit Service/Unit
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2.1.1	 Management Audit Division

The Management Audit Division shall evaluate the achievement of the control objectives, which include the 
safeguarding of assets, checking the accuracy and reliability of accounting data, adherence to managerial 
policies, compliance with laws, rules, and regulations by utilizing internal auditing methods. It has the 
following functions:

a.	 Conduct management audit of activities of the LGU and determine the degree of compliance with 
the mandate, policies, government regulations, established objectives, systems and procedures/
processes, and contractual obligations (Section 2.4b, DBM Circular Letter No. 2008-5 and Section 
1.1.2, AO 278, s. 1992);

b.	 Review and appraise systems and procedures/processes, organizational structure, assets management 
practices, financial and management records, reports, and performance standards of the LGUs 
covered (Section 2.4c, DBM Circular Letter No. 2008-5);

c.	 Verification and analysis of financial and management data to ascertain if attendant management 
information systems generate data or reports that are complete, accurate, and valid (Section 4.1.1.2, 
DBM Budget Circular No. 2004-4);

d.	 Ascertain the reliability and integrity of financial and management information and the means used 
to identify, measure, classify, and report such information (Section 1.1.1, AO No. 278, s. 1992);

e.	 Ascertain the extent to which the assets and other resources of the institutions are accounted for 
and safeguarded from losses of all kinds (Section 1.1.3, AO 278, s. 1992);

f.	 Review and evaluate the soundness, adequacy and application of accounting, financial and 
management controls and promote the most effective control at reasonable cost (Section 1.1.4, AO 
278, s. 1992);

g.	 Evaluate the quality of performance of groups/individuals in carrying out their assigned 
responsibilities (Section 1.1.6, AO 278, s. 1992);

h.	 Perform functions of a protective nature, such as prevention and detection of fraud or dishonesty; 
review of cases involving misuse of agency property; and checking of transactions with outside 
parties (4.1.1.4, DBM Budget Circular No. 2004-4); and

i.	 Perform miscellaneous services, including special investigations and assistance to outside contacts 
such as COA (Section 4.1.1.5, DBM Budget Circular No. 2004-4).
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2.1.2	 Operations Audit Division

The Operations Audit Division shall evaluate the extent of compliance and ascertain the effective, efficient, 
ethical, and economical execution of operations by utilizing internal auditing methods. The Division is 
tasked to perform the following functions:

a.	 Conduct operations audit of activities of the LGU and its departments and determine the degree of 
compliance with the mandate, policies, government regulations, established objectives, systems and 
procedures/processes, and contractual obligations (Section 2.4b, DBM Circular Letter No. 2008-5);

b.	 Review and appraise systems and procedures/processes, organizational structure, operations 
practices, operations records, reports, and performance standards of the LGU and the departments 
covered (Section 2.4c, DBM Circular Letter No. 2008-5);

c.	 Verify and analyze operations data to ascertain if attendant management information systems 
generate data or reports that are complete, accurate, and valid (Section 4.1.1.2, DBM Budget 
Circular No. 2004-4);

d.	 Ascertain the reliability and integrity of operational information and the means used to identify, 
measure, classify, and report such information (Section 1.1.1, AO No. 278 s. 1992);

e.	 Review operations or programs to ascertain whether or not results are consistent with established 
objectives and goals, and whether or not such programs are being carried out as planned (Section 
1.1.5, AO 278 s.1992);

f.	 Evaluate the quality of performance of groups/individuals in carrying out their assigned 
responsibilities (Section 1.1.6, AO 278 s. 1992);

g.	 Recommend courses of action on operational deficiencies observed (Section 1.1.7, AO 278 s. 1992);

h.	 Perform functions of a protective nature, such as prevention and detection of fraud or dishonesty; 
review of cases involving misuse of agency property; and checking of transactions with outside 
parties (Section 4.1.1.4, DBM Budget Circular No. 2004-4); and

i.	 Perform miscellaneous services, including special investigations and assistance to outside contacts 
such as COA (Section 4.1.1.5, DBM Budget Circular No. 2004-4).

2.2	 Staffing the Internal Audit Service/Unit

DBM Budget Circular No. 2004-4, otherwise known as “Guidelines on the Organization and Staffing of IAUs,” 
provides that the LGUs shall determine their own staffing modifications that the establishment of IAS/U will 
require, subject to the approval of the Sanggunian, as provided for in the “Powers, Duties, Functions and 
Compensation” Sections of the Local Government Code, specifically Sections 447(a)(1)(vii), 458(a)(1)(vii) and 
468(a)(1)(vii) thereof.

To staff the IAS/U, AO No. 70 provides, among others:

a)	 That the present organizational structure and personnel complement of LGUs shall be reviewed by 
their head, and that the existing vacant and/or parallel positions of incumbents in the LGU shall be 
converted as necessary for the creation/strengthening of the IAS/U; and

b)	 That where there is an existing IAS/U in the organization, all incumbent internal auditors and those 
performing internal audit functions under AO. No. 278, s. of 1992 shall continue to perform internal 
audit functions and that their positions shall be classified to internal auditor positions.

LGUs may organize and staff its IAS/U as follows:
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LGU Organizational Structure and Head of the IAU

Provincial Government The IAS/U in a provincial government may be a department to 
be headed by a provincial government department head, SG-26. 

City Government
     Special City

The IAS/U in a special city may be a department to be headed 
by a city government department head III, SG-27.

Highly Urbanized City The IAS/U in a highly urbanized city may be a department to 
be headed by a city government department head II, SG-26.

Component City The IAS/U in a component city may be a department to be 
headed by a city government department head I, SG-25.

Municipal Government
     Within Metro Manila

The IAS/U in a municipal government within Metro Manila 
may be a department to be headed by a municipal government 
department head II, SG-25.

Outside Metro Manila The IAS/U in a municipal government outside Metro Manila 
may be a department to be headed by a municipal government 
department head I, SG-24.

LGUs may adopt staffing modifications for their IAS/Us, in accordance with the pertinent provisions of BC No. 
2004-4, LBC No. 53 and DBM-CSC Joint Resolution No. 1, which provide for the creation of the IAS/U with 
functions in line with Executive Order No. 366, as supplemented by CSC MC No. 12 s. 2006 issued on 22 June 
2006.

The staffing modifications shall be subject to the approval of the Sanggunian concerned, as well as to the 
personal services cost limitation contained in Section 325 (a), RA No. 7160 (Local Government Code of 1991), 
and LBC No. 75, as amended by LBC No. 98.

The internal auditor positions and the positions to assist them shall be sourced within the LGU and/or through 
the transfer and conversion of vacant positions.

The need to establish and maintain an internal audit unit that is staffed with people who have the necessary 
competence, skills and experience are important for all LGUs. Temporary movement of officials and staff to the 
IAS/U can be a useful way of supplementing internal audit resources.

2.3	 Key Strategies for Internal Audit Function

The key strategies to ensure a functional IAS/U are as follows:

ll Establish and operationalize IAS/U through the enactment of a Sanggunian Ordinance and provide 
funding support to the said unit; 

ll Staff the IAS/U through the creation and filling up of regular positions, or through other suggested 
modes;

ll Capacitate IAS/U staff and develop an internal audit career development program in coordination with 
the local HRMO;

ll Establish and communicate a clear internal audit strategy in accordance with LGU thrusts and objectives;

ll Advocate the value of internal audit; 

ll Understand the needs of stakeholders;
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ll Manage and address the concerns and possible resistance from internal and external stakeholders;

ll Review internal controls as a basis for internal audit;

ll Educate management on risks and controls;

ll Regularly update /improve the quality of internal audit through an effective feedback system within the 
LGU, as well as benchmarking system with other local, national, and international levels of government; 
and

ll Acknowledge and provide recognition and awards to LGU units with sound management practices and 
vie for recognition in inter-LGU, national and international competitions for good governance.

2.4	 Key Attributes of the Internal Audit Function

The key attributes of the LGU internal audit function, consistent with PGIAM good practices, are as follows:

ll Independent and objective;

ll Clear roles and responsibilities;

ll Compliant with the PGIAM professional standards of internal auditing;

ll Sufficient resources to carry out audit work, as well as the necessary skills, experience, and personal 
attributes to achieve what is expected of internal audit;

ll Regular and timely communication of findings and recommendations;

ll Systematic conduct of follow-ups on audit recommendations;

ll Continuous monitoring of internal audit effectiveness;

ll Proactive auditing and advice;

ll Comprehensive and balanced audit plans linked to LGU management of risks; and

ll Presence of internal audit assessment mechanism.

2.5	 Roles and Responsibilities 

2.5.1	 Local Chief Executive

Pursuant to Section 124 of the Government Auditing Code of the Philippines and the Administrative Code 
of 1987, the LCE has the direct responsibility to install, implement, and monitor a sound system of internal 
control. However, the LCE may task the IAS/U to undertake the appraisal of the internal control within the 
LGU. 

The LCE disseminates managerial policies through the issuance of guidelines and standards. They are 
issued to guide the personnel in the proper execution of their individual and unit tasks that collectively 
contribute to the attainment of LGU goals.

2.5.2	 Sanggunian

The Sanggunian, as the local legislature, has a key role in establishing the IAS/U through the enactment 
of an ordinance creating the IAS/U, and by providing funding support in accordance with the provisions 
set out in AO No. 278 and DBM Budget Circular No. 2004-04.  The Sanggunian also exercises operational 
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responsibility over IAS/U in that the HoIA reports his findings to the Sangguanian.  In cases where the 
Sanggunian is being audited, the HoIA shall report his findings to the presiding officer of the Sanggunian.

2.5.3	 Head of Internal Audit 

The HoIA is accountable to the LCE and the Sanggunian, as the case may be, for the efficient and effective 
operation of the internal audit function. This means that the IAS/U functionally/operationally reports to 
the LCE and/or the Sanggunian, depending on whether it is the executive or the legislature being audited.

The HoIA has direct access to the LCE. The LCE and HoIA meet regularly to provide the LCE the opportunity 
to seek the comments of the HoIA on management control and audit functions, quality of the audit effort 
and internal controls, and other areas of concern, as may be deemed appropriate.

As an output of its internal audit functions, the IAS/U may provide inputs to the LCE in the following areas: 

a.	 Maintaining accountability for results, norms of conduct, and transparency; 

b.	 Promoting self-assessment and adherence to professional and ethical standards; 

c.	 Ensuring that funds are properly utilized in order to attain objectives; 

d.	 Enhancing management controls to ensure that control objectives are achieved; and 

e.	 Ensuring that the 4E’s of operations are achieved. 

In the conduct of internal audit work, the internal audit staff shall: 

a.	 Comply with the Code of Conduct and Ethical Standards for Public Officials and Employees; 

b.	 Possess the knowledge, skills, technical and functional expertise;

c.	 Acquire the skills in dealing with people and communicating audit findings and recommendations 
and related issues effectively; 

d.	 Regularly improve their technical competence through a program of professional development; 

e.	 Exercise due professional diligence in performing their duties; 

f.	 Keep the confidentiality of information; 

g.	 Provide support to the LGU’s anti-fraud program;

h.	 Maintain internal audit records; and 

i.	 Foster teamwork in performing the internal audit function.
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Therefore, the internal auditor must be:

ll Direct and truthful in performing audit tasks;

ll Objective, credible, and just;

ll Knowledgeable on internal audit standards, procedures, and techniques;

ll Competent and diligent in the evaluation of internal controls;

ll Expert in risk management and internal control in areas of local governance;

ll Skilled and effective in dealing with people;

ll Proficient in both oral and written communication; and

ll Analytical in key audit issues and areas.

Part 3. Audit Planning and Audit Process

3.1	 Audit Planning

Audit requires good planning. Planning entails familiarization with the objectives, processes, risks and controls 
of the auditee and activity to be audited, and developing a strategy and approach in conducting the audit. It is 
the most important part of the audit as the success of an audit depends on how well it has been planned.

Figure 4. Three Stages of Audit Planning

Strategic 
Planning

Annual Work 
Planning

Audit 
Engagement 

Planning

Planning is an iterative process with the following important purposes:

a)	 Understanding the control environment and the organization;

b)	 Outlining the scope and objectives of the audit;

c)	 Establishing the basis for budgeting (time, cost, personnel);

d)	 Identifying the evidence required to develop the audit findings;

e)	 Assisting in choosing/determining the audit procedures (nature, extent, and timing); and

f)	 Establishing the basis for coordinating the staff.
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Figure 5. Audit Engagement Planning and Internal Audit Key Process
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3.2	 Strategic and Annual Work Planning

The following section explains the flow of planning and the internal audit key processes shown in Figure 5.

The IAS/U conducts three (3) levels of planning, which are the following:

a)	 Strategic planning – which is the process of identifying the key and pivotal direction of the IAS/U for a 
three-year period, as discussed in this section;

b)	 Annual Work Planning – which is the process of identifying the priority audit areas for a one-year 
period shifted from the three-year Strategic Plan; and

c)	 Audit Engagement Planning – identification of activities to be conducted during the audit of a specific 
area, as identified in the Annual Work Plan.

3.2.1	  Strategic Planning

In strategic planning, the IAS/U shall perform the following tasks:

a.	 Conduct the baseline assessment of the internal control system;

b.	 Consider the control significance and materiality and control risk of key processes in the operating 
and support systems to achieve the control objectives;

c.	 Assess internal audit risk;

d.	 Formulate the Strategic Plan; and

e.	 Prepare the Annual Work Plan.

The objectives of the Baseline Assessment of the Internal Control System (BAICS) are to:

1)	 Get familiar with the LGU’s operations;
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2)	 Identify and document the five components of ICS (control environment; risk assessment; 
control activities; information and communication; and monitoring);

3)	 Review key control processes and performance of operating and support systems; and

4)	 Gather sufficient information from stakeholders, constituents, and beneficiaries, on potential 
audit areas to be included in the strategic plan, such as, but not limited to the following:

A.	 Reliability, accuracy, and timeliness of financial reporting;

B.	 Compliance with rules and regulations of the procurement system;

C.	 Effectiveness of controls in the payroll system;

D.	 Adequacy of the recording and keeping government physical assets under safe custody; and

E.	 Evaluation of whether expected results were achieved and targets were attained.

The IAS/U, as a result of the BAICS will be able to do the following:

1)	 Document and understand the control environment in key processes in the operating system 
(programs and projects) and support system to operations (administrative, finance, budget, 
planning, and technical support);

2)	 Identify the management controls that are necessary to achieve the control objectives;

3)	 Determine compliance with controls in place; and

4)	 Identify, gaps, deficiencies, or breakdown for potential inputs to the strategic plan.

3.2.1.1	Step 1. Conduct the baseline assessment of the internal control system

Figure 6. Baseline Assessment of ICS Flow Diagram
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Figure 6 shows the BAICS process indicating the following significant elements in the conduct of the 
BAICS:

Administer Internal Control Questionnaire and Verify the Results

Using the Internal Control Questionnaire (ICQ) – see Annex 3 hereof - the internal auditor evaluates 
the components of the internal control system. These components are explained in Part 1 of the Manual. 
This provides an indication of which internal controls are working well and which are working less well. 
The internal auditors shall review the ICQ responses and may contact the personnel concerned to 
follow up on some of the questions and reference documents.

Review Key Processes and Performance in the Operating System

The objective of the review is to document controls in key processes of operations within the LGU 
that are critical to the achievement of the control objectives. This is to determine adequacy of internal 
control and identify gaps, deficiencies, or areas in which breakdowns may have occurred, to determine 
potential inputs to the Baseline Assessment Report (BAR).

An example of a key process can be the procurement of medicines in the delivery of health services. The 
critical processes may include: planning the procurement; identifying citizens’ needs and expectations; 
transparency of bidding and award; inspection and maintenance; and monitoring and output/outcome 
evaluation.

The review also includes the key operational processes used to manage and monitor the LGUs’ 
operational strategy (plans and programs) to attain the expected outputs/outcomes, including how 
they support and reinforce the overall sectoral goals. The objective is to understand operational control 
components that are necessary to achieve the target outputs and outcomes.

Review Key Processes and Performance in the Support System

The objective of the review is to document controls in key processes of the support systems within 
the LGU that are critical to the achievement of the control objectives. This is to determine compliance 
with controls put in place and to identify gaps, deficiencies, or areas in which breakdowns may have 
occurred, to determine potential inputs to the strategic plan. The processes include support systems to 
operations, e.g. administrative, finance budget, planning, and technical support systems.

This also includes a review of the performance of the support systems such as procurement, personnel, 
accounting, budgeting, quality management, and risk management. The objective is to understand the 
network and linkages of support service to the operating units; or determine whether adequate controls 
are in place in providing the needs of the operating units for logistics, funds, and personnel. The review 
is expected to identify strengths and weaknesses, sources of problems, and potential problem areas.

The criteria for selection of key processes is the same for both reviews, as shown in Box 2.

Box 2. Criteria for the Selection of Key Processes in Operating and Support Systems

•	 A process with an output that is an input to a major final 
output (for example, the planning process that produces a 
plan that is used to guide preparation of the budget);

•	 A process that comprises significant control procedures 
(for example, the payroll system); and

•	 A process where the financial value of inputs is high (for 
example, procurement).
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Prepare Flowcharts, Narrative Notes, and Conduct Walkthrough

The internal auditor prepares a flowchart (see Annex 4. Example of Flowchart). The flowchart is a 
process map used to document a system in a clear, concise, and logical manner.

The internal auditor prepares narrative notes that provide a step-by-step description of major systems 
and operations which cannot be adequately described by the flowchart.

The internal auditor conducts a walkthrough to validate the flowcharts and narrative notes. Walkthrough 
means that the auditor traces a transaction from its origin through the LGU information system until it 
is reflected in the reports to identify and understand key processes, procedures, and activities.

Conduct Test of Controls

Walkthrough is complemented by a test of controls. This includes a physical observation of the actual 
transactions involving the internal control procedures being performed, evaluation of evidence that 
the control procedures were performed at the appropriate time, and an inquiry into how and when the 
procedures were performed. The test of controls reveals the present condition of the transaction and 
determines whether or not the expectations correspond to reality. They may involve touring facilities/
site visits, reviewing processes; flow of information and documents, validating with lower levels of 
LGUs, and stakeholders.

In using a test of controls, the auditor can test compliance with the following:

ll Tax collection - Local Treasurer reports regularly to the LCE on the tax collection efforts in the LGU 
(Section 470 [b] R.A. No.7160);

ll Financial statements - Local Accountant prepares and submits financial statements to the LCE and 
to the Sanggunian (Section 474 [b] [2], R.A. No 7160); and

ll Payment of bills/obligations – no money shall be paid out of the local treasury except in pursuance 
of an appropriations ordinance or law (Section 305, R.A. No.7160).

Identify Gaps, Control Deficiencies, and Breakdowns 

The internal auditor identifies deviations noted from the documentation of the ICS and after a test of 
controls, and thereafter, subjects the deviations to a root cause analysis to determine the cause. These 
deviations indicate breakdowns (internal control is in place but is not well designed/or not properly 
implemented) or gaps (a specific internal control does not exist, e.g. duties are not segregated) in 
controls.

Define Control Universe

The internal auditor validates understanding with the unit concerned and prepares a list of auditable 
areas, which shall be an input to the Baseline Assessment Report (BAR) included in the strategic plan 
and shall be prioritized in the formulation of the annual work plan.

Auditable areas — for example, include controls in the procurement system, output evaluation of 
a service or project.

Review of Oversight Bodies and International Development Partners — this includes the applicable 
results from evaluation reports of oversight bodies like COA, DBM, DILG, DOF, and NEDA, as well as 
reviews made by development partners working with the LGUs, such as the European Union, World 
Bank’s Improving Public Expenditure Management Project, Australian Agency for International 
Development (AusAID), and Asian Development Bank (ADB).
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Prepare Interim Report — the Interim Report shall contain all the gaps or control deficiencies/
breakdowns noted during the documentation of components of the ICS and after the conduct of test 
of control.

The critical information that the validated procedures provide are as follows:

1)	 An understanding of the transaction flow and control design, particularly with respect to 
controls that may help prevent or detect fraud and error.

2)	 A determination of whether or not controls have been designed effectively and actually placed 
in operation; and

3)	 An identification of areas in the LGU processes where fraud or error may occur.

Prepare Baseline Assessment Report

Having carried out the baseline assessment, the IAS/U prepares the BAR, which summarizes the gaps 
and control deficiencies. The BAR includes a summary of the interim report and recommended courses 
of action. The BAR also includes the Control Universe and the results of the review of oversight bodies 
and international development partners. This report can be used in the next assessment to determine 
improvements to the current condition. The Annex 2-Form 6 Baseline Assessment Report may be used 
as the template for the BAR.

3.2.1.2	Step 2. Consider the Control Significance and Materiality and Control Risk of Key Processes

On completion of the BAICS, the IAS/U considers the control significance (importance) and materiality 
(peso value) and control risk (vulnerability to being omitted, being improperly implemented, or 
being bypassed) of key processes of the operating and support systems.

Figure 7. Control Significance and Materiality and Control Risk Flow Diagram
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Figure 7 shows the control significance and materiality and control risk flow process indicating the 
following significant elements in this process:

Assess Control Significance and Materiality

Significance is considered in terms of quality and is based on a process possible impact on the control 
objectives.

Materiality is quantitative and is often considered in terms of value or the relative importance of an 
amount. The materiality level may or may not be set based on a specific amount. Information is material 
if its omission or misstatement could affect the control objectives. It depends on the nature and size of 
the item or error judged in particular circumstances.

This involves the following steps:

a.	 Assess the significance level taking into account qualitative factors, including cumulative effects of 
errors, legal, and regulatory requirements;

b.	 Assess the materiality level taking into account quantitative factors and nonfinancial items that, 
independent of the amount, may impact on the achievement of the control objectives, e.g., legal and 
regulatory requirements; and

c.	 Identify controls in the potential audit areas (controls in the organization and those embedded in 
the system).

Control Risk Level

Generally, the units responsible for addressing risks must make the assessment of their own risks. 
Control risk assessment is primarily performed by top management as part of its regular functions. 
As control risk owners, they should have identified and initiated measures to modify the material and 
significant control risks, based on probability and impact, before the auditors begin an audit.

In like manner, operations risks are the responsibility of the operating units. Thus, assessment of risks at 
the operational level must be done by the operating units themselves. Neither the auditors nor anyone 
else not involved in a particular operation can perform operational risk assessment

However, as opposed to operations risk, for purposes of planning and prioritizing potential audit areas, 
the IAS/U will have to conduct risk assessment on the identified material and significant controls where 
there may be high risk of impact on key processes of operating and support systems. This involves the 
following steps:

a.	 Conduct risk assessment of the identified material and significant controls where there may be high 
risk of impact on key processes of operating and support systems;

b.	 Determine those controls that are vulnerable to being omitted, being improperly implemented or 
bypassed.
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3.2.1.3	Step 3. Assessment of Internal Audit Risk

Figure 8. Assessment of Internal Audit Risk Diagram
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law.

Process for Managing Risk

Source: PGIAM
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The IAS/U also focuses its auditing efforts based on the assessment of internal audit risks, as shown in 
Figure 8. Internal audit risks are those risks or factors which may affect the conduct of the audit and may 
have an impact on the planned results without neglect, and in spite of the exercise of due diligence, e.g., 
sudden change in political leadership/administration, replacement of the principal, natural calamities, 
judicial findings, and decisions which may affect audit objectives.

Assessment of internal audit risk involves the following steps:

•	Choose the risk 
identification method/s or 
technique/s to be used;

•	Identify risk sources 
and events; and

•	Identify the causes 
of the risk.

1. Risk identification 2. Risk analysis 3. Risk evaluation

•	Choose the risk 
analysis method/s or 
technique/s to be used;

•	Determine the 
consequences for the 
identified risks;

•	Determine the probabilities 
for the identified risks;

•	Identify the factors 
that could affect the 
consequences and 
probability; and

•	Determine the level 
of the risks.

•	Compare the estimated 
levels of the risks with 
the risk criteria; and 

•	Determine whether or not 
the risk or its magnitude is 
acceptable or tolerable.

The SP rolling three-year coverage should readily determine which areas will be covered in any given 
year. The ability of the internal auditor to execute this plan over a three-year cycle is a useful method 
to assess whether internal audit is adequately resourced. However, the plan should be reviewed at least 
annually to ensure that it still aligned with the LGU’s BAR and risk assessment. 

3.2.1.4	Step 4. Prepare the Strategic Plan

The contents of the Strategic Plan shall follow the element and its corresponding description contained 
in Box 3.
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Box 3. Content of the Strategic Plan

The Strategic Plan shall contain the following:

Element Description

IAS Objectives Overall scope of work and what is intended to be 
achieved.

Methodology Approach to internal audit and how IAS/U will do 
the audits.

Organizational Strategic Environment How the IAS/U is organized and staffed.
Priority Focus Areas How audit focus areas were identified and ranked 

in importance.
IAS Management Strategies How the IAS/U will be managed.
IAS Work Strategies and Audit Coverage How will audits be managed and types of audits 

to be done.
Allocation of Resources How many staff will be needed and how much 

budget and what will it be spent on.
Performance Measures How progress in implementing the SP will be 

monitored and reported.
Timing of Strategic Plan Review How and when will the SP be reviewed
Feedback Mechanism How will views of auditees be communicated to 

IAS/U and how will these views be managed.
Timelines When will planned audits start and finish.

3.2.2	  Annual Work Planning

The Annual Work Plan (AWP) is prepared to assist the LGU in the implementation of the key strategies and 
priorities identified in the Strategic Plan (SP). The AWP contains the prioritized areas from the SP, which 
will be focused on during a one-year period, the type and approach of the audit, as well as the timelines of 
the same. The AWP shall include areas for management audit and operations audit.

3.2.2.1	Step 1. Prioritize Potential Audit Areas

The AWP is based on identified audit areas resulting from the SP. The audit areas are ranked in the order 
of importance given the findings from the BAICS. From the list of controls identified in the Strategic 
Plan, the IAS/U categorizes by process, the control methods and measures of the operating and support 
units/systems, into potential audit areas/topics.

The following steps shall be made in prioritizing potential audit areas:

a.	 Validate the Baseline Assessment Report (on the 2nd and 3rd year);

b.	 Update consideration of the control significance and materiality and control risk assessment 
(on the 2nd and 3rd year);

c.	 Update the internal audit risk assessment (on the 2nd and 3rd year); and

d.	 Prioritize the potential audit areas.

Of the three-year SP, the IAS/U schedules the prioritized audit areas into three annual plans or AWPs, 
subject to the approval of the LCE.
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3.2.2.2	Step 2. Validate Previous Audit Follow-up Report

In the preparation of AWP, auditors shall take into consideration previous audit follow-up reports in 
order to validate the implementation/non-implementation/inadequate implementation by the units 
concerned of the approved actions and recommendations. The steps involved are as follows:

a.	 Validate the report of the non-implementation/inadequate implementation of preventive/
corrective actions;

b.	 Validate the report of justification for the non-implementation/inadequate implementation of 
actions; and

c.	 Validate the recommendations for possible legal/management action for the non-
implementation/inadequate implementation of preventive/corrective actions.

3.2.2.3	Step 3. Prepare the AWP

The AWP is prepared using the following template:

Table 1. Example of Audit Focus in the Annual Work Plan

Annual Work Plan: Year

Audit Area Audit Type Audit 
Description Expected Benefit Unit Priority Duration Start

Controls in the 
procurement 
system

Management 
Audit

Appraisal of existing 
controls in the 
procurement 
system

Raise recommendation 
to ensure that rules 
will be observed and 
satisfy public needs

BAC 1 30 days Jan. 2016

3.2.2.4	Step 4. Present the SP and the AWP to the LCE

The HoIA should present and discuss the SP and AWP with the LCE. The objective is to obtain a good 
understanding of the insights of the LCE on the organizational and sectoral objectives. It also allows 
the IAS/U to focus on important issues throughout the planning process and audit. Finally, the HoIA 
should obtain the approval of the SP and the AWP by the LCE.

3.3	 Audit Process

The audit process is divided into four phases, namely, audit engagement planning, audit execution, audit 
reporting, and audit follow-up, as shown in Figure 9.  This audit process is applicable for both management 
audit and operations audit. For each phase, there are specific criteria to ensure a successful audit engagement.  
Upon completion of the SP and AWP, the IAS/U prepares the Audit Engagement Plan (AEP).  The AEP focuses 
on the specific audit areas prioritized for the year, which involves the listing down of audit activities, timelines, 
and expected outputs. 
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Figure 9. Audit Process Flow Diagram 

Audit Engagement 
Planning

Audit Execution

Audit Reporting

Audit Follow-up

3.3.1	 Audit Engagement Planning 

Audit engagement planning is the third stage of planning, after strategic planning and annual work planning. 
It involves the listing down of audit activities per audit engagement based on the AWP. The results of the 
strategic planning shall be validated to determine if there are relevant changes in the control component, 
systems, and processes.

A key aim in planning an audit shall be to complete the audit in the least time necessary, without 
compromising its quality. It is, therefore, important that in planning and scoping audits, audit effort and 
resources are directed to the key issues that matter most.

The AEP sets the activities per audit engagement identified in the AWP. It provides an integrated description 
of the auditee and the audit by serving as a guide for the whole audit, thus, ensure the achievement of the 
audit objective in an efficient and effective way. 
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Figure 10. Audit Engagement Planning Flow Diagram
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3.3.1.1	Step 1. Document Understanding of the Mandate/Program/Project

Audit engagement planning starts from an understanding of the organizational mandate and focusing 
on what areas will be audited. It involves the selection of specific internal controls and focusing on 
the degree of compliance with laws, regulations, and policies of specific programs/projects/systems/
processes for evaluation; evaluation of the control effectiveness; and determination of whether or not 
operations are conducted economically, efficiently, ethically, and effectively.

Specifically, for management audit, engagement planning starts from a sound understanding of 
the management controls to be audited. This is important considering that the main objective of 
management audit is to evaluate the effectiveness of management controls and support system and 
processes. Management controls are internal controls. They consist of the controls interwoven into 
and made an integral part of each operating and support system that management uses to regulate and 
guide its operations. 

For operations audit, engagement planning starts from an understanding of the organizational mandate. 
The IAS/U shall understand the objective of the organization and focus on the output or outcome to be 
audited.  It involves the selection of a specific activity and focusing only on a specific program/project/
process for evaluation, being concerned with the economy, efficiency, ethicality, and effectiveness of 
operations. The audit plan shall be based on a sound understanding of the objectives, accountability, 
internal control system, and operating and support processes.

A program refers to the functions and activities necessary for the performance of a major purpose 
for which an LGU is established. A program consists of an LGU’s functions, projects, systems, and 
processes. An activity is auditable if it transforms an input to an output. It may be an implementing or 
a monitoring activity or a process in itself as an input to another process.
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A project means a component of a program covering a homogeneous group of activities or processes 
needed that result in the accomplishment of an identifiable output to be carried out within a definite 
time frame.

In an operations audit, there are common drawbacks that may often be encountered: 

a.	 Program objectives are not clear enough – a policy review has to be recommended;

b.	 Measurement systems are inadequate (effectiveness measures are often subjective, e.g. surveys, 
feedback; and very scientific bases should not be expected) – a review of the system may be 
recommended;

c.	 Subject matter is difficult to measure (e.g. effectiveness of an anti-alcoholism program is very 
difficult to measure merely by using the number of patients whose consumption is reduced. 
Many social factors blur the evaluation of such programs, such as the degree of family support) 
– the IAS/U may focus its audit on measurable subject matter;

d.	 Purely systematic review may not be adequate (e.g., effectiveness of a vocational training program 
may be measured by the auditee through % of trainees gaining employment; but the auditor 
may have to review what % of the trainees gained employment related to the training and what 
% retained their employment) – the IAS/U should identify appropriate audit procedures; and

e.	 Time constraints restrict the auditor – the IAS/U shall prioritize audit activities.

The IAS/U shall then come up with recommendations.

3.3.1.2	Step 2. Determine Audit Objective, Scope, Criteria, and Evidence

Determine Audit Objective
Based on information gathered and analyzed during the strategic planning phase and AWP preparation, 
the objective and scope of the audit can be defined. An audit objective is what the audit aims to 
accomplish. This is critical in establishing the scope, criteria, evidence, and approach of the audit. It 
is normally expressed in terms of the possible questions the audit is expected to answer about the 
performance of an activity. Ideally, an audit objective would be consistent with the achievement of the 
objectives of the LGU’s organization and its programs and projects.

Determining the audit objectives involves the following activities:

a.	 Preliminary gathering of documents/information;

b.	 Identifying the focus of the audit and the aspect of performance to be examined; and

c.	 Determining the type of audit to be performed: (1) compliance with laws, regulations, and 
policies; (2) evaluation of control effectiveness; or (3) determination of whether or not operations 
are conducted economically, efficiently, ethically, and effectively.

Audit objectives also relate to why the audit is being conducted. If controls are weak, the IAS/U traces 
the root cause and recommends to top management courses of action to address the deficiency. The 
IAS/U can also recommend further examination of the underlying issues, or the legal action to take if 
conditions so warrant.

For operations audit, the IAS/U may choose from any of the following objectives, or may formulate 
more which are appropriate to the results of the audit planning:

a.	 To determine if the program or project is achieving its target, the IAS/U compares the identified 
performance accomplishments with the corresponding targets to determine variances, if any. 
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Variances may be positive/favorable or negative, which means that targets have not been 
achieved.

b.	 To validate the reported accomplishments of the program or project as of a certain period from 
the data source to the consolidation and preparation of the final report; and 

c.	 To assess and gauge the level of achievement of the program or project objective.

Determine the Audit Scope
Audit scope is the framework or limits of an audit. It is normally defined by stating the intended coverage 
and relevant timeframes of an audit.

The steps in determining the audit scope are as follows:

a.	 Define the parameters and nature of the audit work to achieve the audit objectives;

b.	 Determine the audit tools, techniques, and methodology to be utilized; and

c.	 Select the sampling method to be utilized (see Annex 5). 

In operations audit, for example, audit scope includes the determination of which phase of the 
program or project will be examined. What will be the duration of the program or project? What 
portion of the program or project will be covered in the audit? What will be the sources of information 
for examination?

For management audit, the scope includes the review and appraisal of the systems (operating and 
support) and procedures/processes, organizational structure, assets management practices, financial 
and management records, reports, and performance standards of the agencies/units covered.

An appraisal of the operating and support systems is conducted to determine whether  or  not  the  five  
different  components (i.e., control environment,  risk  assessment,  control  activities, information and 
communication, and monitoring and evaluation) accomplish each of the five control objectives. Every 
component shall individually achieve the control objectives. For example, in the procurement system 
(as a support system), the control component can be evaluated for the presence of the control activities 
such as, but not limited to:

a.	 The existence of a Bids and Awards committee (BAC), BAC Secretariat, procurement unit/s and 
BAC technical working group/s;

b.	 The separation of duties of the above entities in procurement;

c.	 Participation of observers in all stages of the procurement process; and

d.	 Compliance with the rules and regulations on the preparation of the bids, the invitation to 
bid, advertising, receipt, and opening of bids, bid evaluation, award, implementation, and 
termination of the contract.

Moreover, the IAS/U does not only check for the presence of these control components. More 
importantly, it assesses whether these activities achieve the control objectives of the LGU.

Thus, the IAS/U could look for the answers to the following questions:

a.	 Are the control components sufficient to safeguard the assets?

b.	 Do they provide accurate and reliable accounting data?

c.	 Do they adhere to managerial policies?

d.	 Are they in compliance with laws, rules, and regulations?
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e.	 Do they ensure effectiveness, efficiency, economy, and ethicality of operations?

The IAS/U can conclude on the effectiveness of the controls only when the internal control components 
achieve all the control objectives.

Determine Audit Criteria and Evidence
Audit criteria are reasonable standards against which existing conditions are assessed. They reflect a 
normative condition for the subject of the audit. These are expectations of the program or project as 
to what should be. It includes statutory and/or managerial requirements; process requirements; and 
citizens’ requirements, needs, and expectations. To be able to come up with sound criteria, auditors 
must:

a.	 Gather/identify the standards (laws, regulatory policies) for audit evaluation;

b.	 Set reasonable and attainable standards of performance, statutory or managerial policies for 
evaluation; and

c.	 Identify pieces of audit evidence required by law and standards and the approaches to be utilized 
in obtaining them.

3.3.1.3	Step 3. Determine the Resources Required for the Audit and Target Milestones and Dates

Careful planning involves the determination of the overall resource requirements to accomplish 
the planned audits. This involves the hiring of staff, assessing the current staff capability/capacity; 
technological resources (e.g. computers, software); and financial resources (budget requirements), 
among others.

Target milestones/dates for the completion or accomplishment of critical elements during the audit 
process shall be established to keep track of the progress of the engagement and check on the quality 
of the outputs.

3.3.1.4	Step 4. Prepare the AEP

The audit plan for management and operations audit will document the results of all the planning tools 
which would necessarily contain the following:
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Table 2. Contents of the AEP for Management Audit

Element Information
Introduction A brief description of the management controls, i.e. the plan of 

organization and all the methods and measures adopted within 
an agency to ensure that resources are used consistent with laws, 
regulations, and managerial policies; resources are safeguarded against 
loss, wastage, and misuse; financial and non-financial information are 
reliable, accurate, and timely; and operations are economical, efficient, 
ethical, and effective.

Audit Objective and Scope Overall objective and scope of the work to be accomplished.

Assessment of Controls Critical processes identified by the IAS/U during the planning phase 
which led to the selection of the audit area approved by the LCE and the 
formulation of the audit objective.

Audit Approach Compliance audit and management control process audit.

Resources/ Inputs Statutory policies, mandates, managerial policies, government 
regulations, established objectives, systems and procedures/processes, 
etc.

Audit Criteria Set of reasonable and attainable standards of performance, statutory or 
managerial policies, laws and regulations, etc.

Source: PGIAM

Table 3. Contents of the AEP for Operations Audit

Element Information
Introduction A brief description or background information of the program 

or project, including the main activities and significant events; 
may include information on the structure of the program or 
project, as well as the systems and processes which lead to the 
attainment of the output or the aggregate of the outputs to 
achieve the outcome, and which process is underperforming 
and causing delays in completion.

Audit Objective and Scope Overall objective and scope of the work to be accomplished.

Assessment of Controls Critical points identified by the IAS/U during the 
understanding phase which led to the selection of the audit 
area and was approved by the LCE, as well as the formulation 
of the audit objective.

Audit approach Audit of program or project results.
Resources/ Inputs Statutory policies, mandates, managerial policies, citizens’ 

needs and expectations, manpower, materials, equipment, 
and timelines.

Audit Criteria Set of reasonable and attainable standards of performance, 
statutory or managerial policies, laws, regulations, etc.

Source: PGIAM

3.3.1.5	Step 5. Determine Performance Indicators (PIs) of the Audit Engagement

PIs are performance measures that are utilized to assess the outputs/outcomes contributing to the 
overall organizational efficiency and effectiveness. In evaluating performance, PIs are employed to 
gauge the IAS/U accomplishments and to determine whether or not:

a.	 Audit objectives are met, as reflected in the audit findings and recommendations;
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b.	 Findings and recommendations are based on facts, substantial evidence, and in compliance 
with relevant laws, rules, and regulations;

c.	 There is compliance with internal auditing standards (NGICS, PGIAM, and other relevant 
standards) under COA/DBM rules and regulations;

d.	 Findings and recommendations promote the adequacy of internal controls under COA rules 
and regulations; and

e.	 High standards of ethics and efficiency of public officials and employees are being observed 
under CSC rules and regulations.

It is important that the PIs for internal audit are aligned with the internal audit strategic plan and the 
AWP and help drive the performance that the LCE expects from the IAS/U. It is also important that 
performance is measured over time in order to identify trends, and that performance is measured against 
both qualitative and quantitative factors. PIs include measurements of the IAS/U accomplishment per 
audit engagement, such as:

a.	 Timely completion of each audit engagement;

b.	 Benefits exceed the cost of audit;

c.	 Cost of audit is within the approved budget;

d.	 Number of audit findings approved by the LCE;

e.	 Number of recommendations implemented by the auditee;

f.	 Number of audit support activities undertaken;

g.	 Internal audit staff satisfaction; and

h.	 The overall contribution made by the IAS/U.

3.3.1.6	Step 6. Secure Approval of the AEP and PIs

The AEP is submitted by the internal audit team leader to the HoIA for review and approval prior to the 
commencement of the audit execution. The HoIA will evaluate the documents to assess the relevance, 
significance, auditability, and other factors affecting the conduct of the audit. After the documents have 
been approved, management shall be informed about the approved audit plan and the PIs.

3.3.2	 Audit Execution

Audit execution involves performing the techniques and procedures set out in the AEP to gather data and 
evidence to achieve the stated audit objective.
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Figure 11. Audit Execution Flow Diagram
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3.3.2.1	Step 1. Entry Conference

Execution of the audit is initiated with an entry conference to discuss the focus, requirements, and 
timelines of the audit. The entry conference sets the tone of the audit. The initial conference aims 
to discuss the plans for the conduct of the audit, as well as to obtain the audited entity’s views and 
expectations for the overall framework for the conduct of the audit. Matters arising from the entry 
conference must be written and recorded, and should be considered during the conduct of the 
engagement planning.

To assist the LGUs to prepare for the entry conference, the HoIA completes the Planning Memorandum 
(Annex 2. Form 1), which sets out the details of the audit and the staff assigned. The HoIA sends to 
the auditee an Audit Notification Memorandum (Annex 2. Form 2), which informs the auditee of the 
audit and his expectations. The HoIA also prepares the preliminary survey checklist for use during the 
audit (Annex 2. Form 3), which records the documents required to undertake the audit. The HoIA also 
prepares the internal control checklist for use during the audit (Annex 2. Form 4), which serves as a 
guide for the review.

During this initial meeting, internal auditors of IAS shall exert the following procedures:

ll Explain that the audit will focus on evaluating their operations and financial procedures with 
regard to internal controls and good governance; 

ll Emphasize that the purpose of an audit is to help improve controls and operations;
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ll Review the objective(s) and scope of the audit, encouraging management to discuss any aspect of 
the audit;

ll Ask for suggestions of potential problem areas within the audit scope. This communicates an 
intention of being helpful rather than critical; 

ll Determine the personnel, other than those attending the opening conference, whose assistance is 
required to answer detailed questions concerning the functions being performed;

ll Explain that audit concerns (observations) will be reviewed with the personnel/unit/department 
concerned at the time they arise and identify the personnel responsible for reviewing the audit 
concerns;

ll Explain the purpose of discussing each audit concern is to verify that both the facts defined in the 
concern and the impact of the concern is accurate. Some findings may be resolved orally;

ll Establish the frequency of updates on audit progress and findings to the department head;

ll Explain that the draft audit report will be reviewed together with the auditee in detail at the exit 
conference;

ll Explain to the auditee that IAS/U will request a formal response from management to the audit 
report within an approximate period of 10 days after issuance of the final report, if concurrence 
with the audit comments or the implementation dates is missing.

ll Explain that a copy of the final audit report will be sent to the LCE;

ll Explain that any information obtained during the audit is considered confidential;

ll Inquire about working hours, working area, access to records, and any other information that 
details the office routines;

ll Identify information needed to complete the audit procedures;

ll Establish a tentative schedule for the draft report based on the budgeted project hours to establish 
a goal to work toward, and to provide the auditee an estimate of the time that the IAS will be in 
the auditee’s area;

ll Ask if there are any questions concerning anything discussed at the opening conference or 
any questions in general about the auditor or audit approach that will assist the clients in their 
understanding of the audit project. 

From time to time, the IAS/U may make unscheduled checks or reviews on certain activities. In these 
instances, an entry conference will not be conducted. The internal auditors will arrive at the audit 
location unannounced.
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3.3.2.2	Step 2. Conduct Compliance Audit

The process of performing compliance audit is shown in Figure 12, which details the items to be 
reviewed for compliance with established standards, e.g. issuances, laws, and regulations.

Figure 12. Compliance Audit Flow Diagram
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The approach in management audit is to first conduct a compliance audit. Only when there is compliance 
is it possible to determine control effectiveness. If there is no compliance, the probable cause for such 
non-compliance is determined.

The first approach to an operations audit is also to conduct a compliance audit to determine whether 
government operations are in accordance with the organization’s mandate and explicit objectives. As 
shown in Figure 12, the IAS/U identifies the standards, as specified in the organization’s mandate and 
objectives or laws/rules/regulations, and compares whether the operations conform to the identified 
standards.

For instance, the auditor will determine whether or not the procurement process has resulted in the best 
value being obtained. Areas to be considered may include verification if a BAC exists in the procuring 
entity if the procuring entity has an Annual Procurement Plan (APP), and the BAC has a mechanism 
in the selection of observers. COA Memorandum No. 2010-003 dated 14 January 2010, otherwise 
known as “Guide in the Audit of Procurement” and the Agency Procurement Compliance Performance 
Indicator (APCPI) Result may be used for this purpose.

The steps in the conduct of compliance audit, as set out in the PGIAM, are as follows:

a.	 Gather and analyze evidence to establish the condition that the auditee is in.

This refers to findings, defined as facts, supported by substantial evidence (includes consequence, 
effects, or impact).
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b.	 Compare conditions with criteria to draw conclusion.

This refers to the conclusion of facts, which is defined as an inference drawn from the subordinate 
or evidentiary fact.

c.	 Determine the probable cause(s).

This refers to the acts or omissions of the person responsible that could have caused the non-
compliance with laws, regulations, and managerial policies and operating procedures in the 
LGU, including compliance with accountability measures, ethical standards and contractual 
obligations, which may warrant the conduct of an administrative proceeding by the disciplining 
authority.

d.	 Prepare the working papers.

The IAS/U should record relevant information to support the audit results. The working papers 
should contain sufficient information to allow an experienced auditor having no previous 
connection with the audit to ascertain from them the evidence that supports the auditor’s 
findings.

e.	 Integrate audit findings and prepare the highlights of the audit findings in terms of the 4C’s – 
Criteria, Condition, Cause, and Conclusion. (See Annex 2. Form 9 – Audit Discussion Draft)

3.3.2.3	Step 3. Conduct Operations or Management Audit

The conduct of operations or management audit involves the documentation of the process or system 
under audit, identification of the control procedures, verification, and validation of whether or not such 
control procedures are complied with, and are working effectively.

The process of performing management and operations audit is shown in Figures 13 and 14, respectively.

Figure 13. Management Audit Flow Diagram
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Figure 14. Operations Audit Flow Diagram

Citizens’ Needs

Law, mandate, program, 
organization, staff, 

system, resources, and 
managerial policies

Quality Input

Input Evaluation

Serving Citizens’ 
Needs

Implementation, risk 
response, performance 
and compliance reviews

Quality Process

Process Evaluation

Satisfied Citizens’ 
Needs

Products and services

Quality Outputs

Output Evaluation

Improved Quality 
of Life

Benefits and impact 
or change

Quality Outcomes

Outcome Evaluation

Economical

Perform using the least 
amount of inputs within 

a specific timeframe

Efficient

“Doing things right” given the 
available inputs and within 

a specified timeframe

Ethical

Consistent with the 
Code of Conduct and 

Ethical Standards

Effective

“Doing the right things” 
achieving expected results and 
contributing to sectoral goals

Source: PGIAM

Operations audit is designed to evaluate the effectiveness, efficiency, ethicality, and economy of 
operating systems selected for audit. On the other hand, management audit aims to evaluate control 
effectiveness. This step involves identification of the control procedures, verification, and validation on 
whether or not such control procedures are complied with and working effectively. Following PGIAM, 
this requires basically the same steps as the compliance audit. These steps are as follows:

a.	 Gather and analyze evidence to establish the condition.

This refers to findings, which is defined as a fact, supported by substantial evidence (includes 
consequence, effects, or impact).

b.	 Compare conditions with criteria to draw a conclusion.

This refers to the conclusion of facts which is defined as an inference drawn from the subordinate 
or evidentiary fact.

c.	 Determine the root cause(s).

A root cause is a structured investigation that aims to identify the true cause of a problem and 
the action necessary to eliminate it. The determination of root cause through varying techniques 
is an essential audit methodology which will assist the auditor in analyzing pieces of evidence to 
come up with appropriate recommendations.

d.	 Prepare the working papers

The IAS/U shall record relevant information to support the audit results. The working papers shall 
contain sufficient information to allow an experienced auditor having no previous connection 
with the audit to ascertain from them the evidence that supports the auditor’s findings.
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e.	 Integrate audit findings and prepare the highlights of the audit findings in terms of the 4C’s – 
Criteria, Condition, Cause, and Conclusion. (See Annex 2. Form 9 – Audit Discussion Draft)

3.3.2.4	Step 4. Exit Conference

The purpose of the exit conference is for the IAS/U to discuss the highlights of the audit findings with 
the auditee and/or the responsible official who has sufficient knowledge about the audit area. It also 
provides an opportunity to get the comments and insights about the significant audit issues from the 
auditee, LCE, and department heads/Sanggunian concerned, as a way of validating the audit findings. 

The LCE’s and department heads’ comments shall be taken into consideration so as to arrive at workable 
recommendations, and obtain the auditee’s commitment towards performing remedial actions – as a 
manifestation of progressive attitude towards the audit findings. The auditee’s comments/responses are 
recorded in the audit findings sheet and integrated into the draft report.

3.3.3	 Audit Reporting

Internal audit shall regularly communicate its findings and recommendations to the LCE. An internal 
audit report shall communicate accurate, objective, clear, concise, constructive, complete, and timely 
information.

Figure 15. Audit Reporting Flow Diagram
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Audit reports should normally include background information, the audit objectives, scope, approach, 
observations/findings, conclusions, recommendations, and agreed management actions. Reports should 
promote better practice options and explain why the recommended changes are necessary and how they 
add value.

Reports and memos should share internal audit’s observations on significant risk exposures, control 
issues, governance issues, and other related audit matters. By sharing audit criteria, explaining causes and 
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consequences of audit observations, LGUs can gain an understanding of the implications and impacts of 
the audit findings.

3.3.3.1	Step 1. Develop Audit Findings

The audit findings shall be aligned with the audit objectives and shall be rational and based on specific 
standards and criteria. Audit findings on the probable cause of the illegality of a transaction constitute 
a violation of law, while irregularity constitutes a violation of regulations.  Generally, all audit findings 
shall be formulated using the 4C’s provided in Figure 16 below:

Figure 16. Example of Internal Audit Execution

The methodology for developing the audit finding, which produces the recommendation 
concerning what the LGU should do about the finding as noted above, is as follows.

Methodology for Formulating Audit Findings and Recommendations

Each audit finding within the body of the report is presented in terms of the four (4) C’s- 
Criteria, Condition, Cause, and Conclusion that leads to a recommendation(s)

CRITERIA:	 What is the standard which was not met? (What should exist?)

CONDITION:	 What is the particular problem identified? (What does exist?)

CAUSE:	 Why did the problem occur? (Why does the difference exist?)

CONCLUSION:	 What is the risk/negative outcome (or opportunity forgone) 
because of the finding? (Impact of the difference)

RECOMMENDATION:	 What should management do about the finding?

The narrative below provides a simple working example of an internal audit finding concerning 
compliance with procurement record keeping.  Note that the majority of the LGUs’ Public 
Financial Management Improvement Plans identify this as a major issue.  Note also that in 
this case, the existing condition can be easily identified without use of a detailed internal 
control questionnaire simply by asking for related procurement records.  If the documents 
requested cannot be located, the condition compared to the criteria is quickly established, 
and the cause, conclusion, and recommendations follow.  Please also see the first question 
and answer in Annex 6. Frequently Asked Questions, which is related to this example.

The following example of internal audit finding and recommendation can be presented to the 
LCE as a report for discussion, agreement, and action.

Example of Internal Audit Finding and Recommendations

Each audit finding within the body of the report is presented in terms of the four (4) C’s –
Criteria, Condition, Cause, and Conclusion that leads to a recommendation(s), as shown in 
this example.

CRITERIA:	 Compliance with the management of procurement and contract 
management records through the existence of policies, 
guidelines, or procedures for the identification, classification, 
retrieval, transmission, storage, disposition, preservation, 
and sharing of information and records such as the purchase 
requests, vouchers, invoices, etc. as found in the General 
Records Disposition Schedule attached in the National Archive 
of the Philippines Circular 1 and 2 dated 20 January 2009.

CONDITION:	 Weaknesses in the record keeping infrastructure have 
resulted in the poor collection of significant records that are 
not managed according to sound management practices and 
internal controls.

CAUSE:	 Absence of clear procedures and trained personnel for keeping 
and maintaining procurement records.

CONCLUSION:	 Specific risks to the preservation and integrity of data and 
information, as well as broader strategic risks to the achievement 
of development goals, such as improved service delivery and 
stable commercial relationships with private contractors.

RECOMMENDATION:	 Design and implement a system for keeping and maintaining 
procurement records and train personnel responsible for the 
said system so that the system meets the following criteria:

ll There is a list of procurement-related documents that are maintained for a period of 
at least five years;

ll The documents are kept in a duly designated and secure location, with hard copies 
kept in appropriate filing cabinets and soft copies in dedicated computers; and

ll The documents are properly filed, segregated, easy to retrieve, and accessible to 
authorized users and audit personnel.



INTERNAL AUDIT MANUAL FOR LOCAL GOVERNMENT UNITS

45

3.3.3.2	Step 2. Develop Audit Recommendations

Much of the work of internal audit is judged by the quality of the final audit report, including its 
analyses, findings, and recommendations. The recommendations, in particular, provide courses of 
action as the bases for improving internal controls.

Workable recommendations are clear, based on the science of facts, conditions, and evidence and on 
practicable, incontestable, and workable solutions that can stand alone and address the issue(s) at hand. 
Audit recommendations are management/legal remedies to prevent occurrence (preventive action) or 
avoid recurrence (corrective action) of control weaknesses and incidences. Annex 2. Form 8 – Potential 
Audit Comments may be used to document recommendations and auditee responses to audit findings.

3.3.3.3	Step 3. Prepare the Draft Audit Report

The draft audit report is prepared by laying out and analyzing the pieces of evidence gathered to arrive 
at preliminary audit findings and recommendations. Annex 2. Form 9 – Audit Discussion Draft may be 
used as input to the audit report.

When preparing a draft audit report, the auditor shall:

a.	 Delineate the objectives and scope and report within that scope, unless other issues of substance 
are identified;

b.	 Identify all criteria;

c.	 Report significant matters – positive or negative;

d.	 Describe the context and background of the reported matter only as far as is necessary to provide 
an understanding of the issue;

e.	 State initial findings, management’s comments, and team’s rejoinder, if any;

consequences of audit observations, LGUs can gain an understanding of the implications and impacts of 
the audit findings.

3.3.3.1	Step 1. Develop Audit Findings

The audit findings shall be aligned with the audit objectives and shall be rational and based on specific 
standards and criteria. Audit findings on the probable cause of the illegality of a transaction constitute 
a violation of law, while irregularity constitutes a violation of regulations.  Generally, all audit findings 
shall be formulated using the 4C’s provided in Figure 16 below:

Figure 16. Example of Internal Audit Execution
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concerning what the LGU should do about the finding as noted above, is as follows.

Methodology for Formulating Audit Findings and Recommendations

Each audit finding within the body of the report is presented in terms of the four (4) C’s- 
Criteria, Condition, Cause, and Conclusion that leads to a recommendation(s)

CRITERIA:	 What is the standard which was not met? (What should exist?)

CONDITION:	 What is the particular problem identified? (What does exist?)

CAUSE:	 Why did the problem occur? (Why does the difference exist?)

CONCLUSION:	 What is the risk/negative outcome (or opportunity forgone) 
because of the finding? (Impact of the difference)

RECOMMENDATION:	 What should management do about the finding?

The narrative below provides a simple working example of an internal audit finding concerning 
compliance with procurement record keeping.  Note that the majority of the LGUs’ Public 
Financial Management Improvement Plans identify this as a major issue.  Note also that in 
this case, the existing condition can be easily identified without use of a detailed internal 
control questionnaire simply by asking for related procurement records.  If the documents 
requested cannot be located, the condition compared to the criteria is quickly established, 
and the cause, conclusion, and recommendations follow.  Please also see the first question 
and answer in Annex 6. Frequently Asked Questions, which is related to this example.

The following example of internal audit finding and recommendation can be presented to the 
LCE as a report for discussion, agreement, and action.

Example of Internal Audit Finding and Recommendations

Each audit finding within the body of the report is presented in terms of the four (4) C’s –
Criteria, Condition, Cause, and Conclusion that leads to a recommendation(s), as shown in 
this example.

CRITERIA:	 Compliance with the management of procurement and contract 
management records through the existence of policies, 
guidelines, or procedures for the identification, classification, 
retrieval, transmission, storage, disposition, preservation, 
and sharing of information and records such as the purchase 
requests, vouchers, invoices, etc. as found in the General 
Records Disposition Schedule attached in the National Archive 
of the Philippines Circular 1 and 2 dated 20 January 2009.

CONDITION:	 Weaknesses in the record keeping infrastructure have 
resulted in the poor collection of significant records that are 
not managed according to sound management practices and 
internal controls.

CAUSE:	 Absence of clear procedures and trained personnel for keeping 
and maintaining procurement records.

CONCLUSION:	 Specific risks to the preservation and integrity of data and 
information, as well as broader strategic risks to the achievement 
of development goals, such as improved service delivery and 
stable commercial relationships with private contractors.

RECOMMENDATION:	 Design and implement a system for keeping and maintaining 
procurement records and train personnel responsible for the 
said system so that the system meets the following criteria:

ll There is a list of procurement-related documents that are maintained for a period of 
at least five years;

ll The documents are kept in a duly designated and secure location, with hard copies 
kept in appropriate filing cabinets and soft copies in dedicated computers; and

ll The documents are properly filed, segregated, easy to retrieve, and accessible to 
authorized users and audit personnel.
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f.	 Present the audit findings in a manner that is concise, fair, and objective; and

g.	 State the recommendations so that they indicate what needs to be done but not how to do it.

The LCE shall be updated on the results of the audit engagement, Annex 2. Form 10 – Internal Audit 
Reports Checklist provides a summary of what should be included in the audit report.

3.3.3.4	Step 4. Prepare the Final Audit Report

The draft report may then be finalized integrating the following as parts of the final report:

a.	 Table of Contents;

b.	 Executive Summary;

c.	 Detailed Audit Findings;

d.	 Management Comments and Team’s Rejoinder;

e.	 Monitoring and Feedback on Prior Year’s Recommendations;

f.	 Recommendations; and

g.	 Appendices.

The final audit report shall be presented to the LCE, who will decide whether to distribute the  audit 
report based on the recommendation of the HoIA.

The IAS/U proceeds to follow-up on the audit recommendations.

3.3.4	 Audit Follow-up

Audit follow-up is a monitoring and feedback activity undertaken to ensure the extent and adequacy of 
preventive/corrective actions taken by the management to address inadequacies identified during the audit. 
The objective is to increase the probability that recommendations will be implemented.

Follow-up of audit recommendations serves the following main purposes:

1.	 Increase the effectiveness of audits – the prime reason for following up audit reports is to 
increase the probability that recommendations will be implemented;

2.	 Assist the local government – following up may be valuable in proposing necessary actions to 
the LCE and other officials;

3.	 Evaluate the IAS/U performance – follow-up activity provides a basis for assessing and evaluating 
the IAS/U performance; and

4.	 Create incentives for learning and development – follow-up activities may contribute to better 
knowledge and improved practice.
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Figure 17. Audit Follow-up Flow Diagram
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3.3.4.1	Step 1. Monitor Implementation of Approved Audit Findings and Recommendations

It is a sound practice to monitor the implementation of approved recommendations (management/
legal remedies) to avoid the occurrence (preventive measures) and recurrence (corrective measures) of 
control weaknesses/incidences after a reasonable period from the report submission date. The benefits 
of internal audit report recommendations are reduced, and deficiencies remain if recommendations 
are not implemented within the specified timeframe. It is management’s responsibility to implement 
approved findings and recommendations, but the internal audit is in a good position to monitor the 
progress of implementation of the recommendations.

3.3.4.2	Step 2. Resolve Non-Implementation/Inadequate Implementation of Recommendations

In the event of non-implementation of recommendation/inadequate action, the IAS/U recommends 
appropriate legal and/or management remedies for non-implementation of recommendation and 
inadequate preventive/corrective actions.

3.3.4.3	Step 3. Prepare Audit Follow-Up Report

Results of the audit follow-up shall be recorded and reported in order to apprise the LCE of the status of 
actions on the approved recommendations.  For this purpose, Annex 2. Form 11 – Progress Monitoring 
Report may be used.

The reasons for the lack of action or non-completion of action on any recommendation should be 
documented. When possible, the report should:

ll Describe the results of the auditor’s analysis of actual-against-projected benefits for the period 
under review;

ll Summarize the extent of implementation of the approved recommendations;
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ll Highlight cases where auditee’s performance in implementing recommendations have been 
particularly inadequate; and

ll Describe the actions, if any, that the auditor intends to take in relation to the auditee’s inadequate 
actions.

The  HoIA shall establish  and  maintain  a  system  to  monitor  the disposition  of  the  audit  results,  
and  a  follow-up  process  for  the effective implementation of the approved audit recommendations. 
The procedure shall include an assessment of actions taken on the report and the status thereof. 

The LCE shall systematically review progress against audit recommendations and agreed action plans. 
This ensures that a clear message is sent to management and staff that these matters are important, and 
are being reviewed at the most senior levels in the LGU.

Box 4. Access to Internal Audit Reports

Internal audit reports are intended for internal use only and 
are submitted to the LCE.  These are restricted documents 
and may not be released to the general public without 
approval of the LCE/Sanggunian concerned, as the case may 
be. The LCE has the prerogative to decide on the manner and 
scope of the report to be shared with the concerned officials/
department heads and staff affected by the recommendations 
contained therein. 
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Part 4. Performance Monitoring and Evaluation

4.1	 Importance of Performance Evaluation

Periodically assessing performance and addressing opportunities for improvement can help maximize the 
efficiency and effectiveness of the internal audit function. Measuring performance is also the means by which 
the internal audit unit’s own performance is assessed, and internal audit is held accountable for the use of its 
resources. By adopting appropriate indicators, implementing a rigorous performance measurement system and 
acting on the results, internal audit can demonstrate that it “practices what it preaches”, and thus, encourage 
acceptance of its role within the LGU.

Since the LCE is responsible for reviewing the performance of internal audit, the performance targets and 
performance indicators must be mutually agreed upon by the LCE and the HoIA.

Performance assessment has three interrelated elements, which are as follows:

a)	 Performance measurement, which refers to the systematic analysis of performance against goals, taking 
into account the reasons behind the performance and the influencing factors.

b)	 Rating refers to the description of accomplishment/performance based on indicators. This can also 
include the rating of another performance dimension.

c)	 Indicators which are used to determine if progress towards planned targets/goals has taken place.

The parameters under the Strategic Performance Management System (SPMS) can be adopted for this purpose.

4.2	 Measurement Techniques 

Management information systems and processes shall be established to record and report the required 
performance data in a cost-effective way.

Principal and key stakeholders’ surveys at the end of an audit are useful and well-accepted ways of measuring 
the level of satisfaction with internal audit services. Short surveys that can be completed electronically are 
efficient means of collecting data, but manual approaches can also be done in cases when IT-based systems are 
not adequate. Any significant issue identified from such surveys should be followed up, when possible.

Key issues to address in such audit surveys include the following:

a)	 Auditor’s understanding of the area under review;

b)	 Quality of the analysis undertaken;

c)	 Usefulness of the suggested courses of action;

d)	 Efficiency of the process; and 

e)	 Level of collaboration and overall value of the report to the management, the public they serve, and 
other LGU stakeholders.
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As principal, the LCE shall also be involved in providing regular feedback on the quality and cost-effectiveness 
of the audit reports and other services provided by internal audit unit.  It is expected that the views of the LCE 
will be sought periodically, at least once annually.

4.3	 Performance Monitoring

Figure 18. Performance Monitoring Flowchart
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4.3.1	 Performance Monitoring By the Head of Internal Audit 

The HoIA shall have primary responsibility over the work performance and discipline of the staff. He/she 
shall direct the conduct of audit progress assessment based on a monitoring plan utilizing PIs and shall 
conduct two types of performance monitoring as follows:

4.3.1.1	Review of Progress Assessment Report (PAR)

PAR focuses on whether or not:

a.	 Audit objectives are met, as reflected in the audit findings and recommendations;

b.	 Internal auditing standards (NGICS, IAM for LGUs, and other relevant standards), pursuant to 
existing rules and regulations are applied;

c.	 Findings and recommendations are based on facts and available evidence and in compliance 
with relevant laws, rules, and regulations;

d.	 Findings and recommendations promote the adequacy of internal controls, pursuant to existing 
rules and regulations; and

e.	 High standards of ethics and efficiency of public officials and employees are observed, pursuant 
to CSC rules and regulations.

The PAR shall be approved and endorsed by the HoIA to the LCE.  All the audit team leaders shall 
ensure that audit engagements are assessed at the stage before exit conference. 
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4.3.1.2	Review of the Completion Assessment Report (CAR)

The CAR focuses on the:

a.	 Overall effectiveness and efficiency of the IAS/U, in accordance with DBM and COA rules and 
regulations and the LGU’s policies and standards; 

b.	 Findings and recommendations, which are based on facts and substantial evidence, and in 
compliance with relevant laws, rules, and regulations;

c.	 Application of internal auditing standards (NGICS, PLGIAM, and other relevant standards), 
pursuant to COA and DBM rules and regulations;

d.	 Findings and recommendations, which promote the adequacy of internal control pursuant to 
COA rules and regulations; and

e.	 High standards of ethics and efficiency of public officials and employees are observed, pursuant 
to CSC rules and regulations.

The CAR shall be approved and endorsed by the HoIA to the LCE. Audit team leaders shall ensure that 
audit engagements are assessed at the conclusion of the activity.

4.3.2	 Annual Internal Audit Progress Report

To assist the LCE in reviewing the performance of the internal audit unit, the HoIA shall prepare a report 
at least annually.

The report shall contain: 

a.	 Comments on the internal audit activities and any variance from approved plans; 

b.	 Progress in the implementation of the internal audit strategic plan and the annual work plan; 

c.	 Highlights and challenges during the period; 

d.	 Overall contribution of internal audit in managing the organization’s internal control deficiencies; 
and 

e.	 Issues that may require attention in relation to the internal audit function. 

A summary of the internal audit reports may be included in the LGU’s annual report if the LCE so decides.

4.3.3	 Performance Evaluation by the Local Chief Executive

The LCE, being directly responsible for the installation, implementation and monitoring of the internal 
control system, shall review the adequacy of the internal audit as part of the ICS.

4.3.3.1	Review of Internal Audit Report

At the conclusion of each audit engagement, the IAS/U submits to the LCE an internal audit 
memorandum and the internal audit report - prepared in conformity with the standards set by the 
COA, the DBM and the PGIAM.

In the review of the internal audit report, the LCE shall also consider adherence of the IAS/U on the 
following:

a.	 The hierarchy of applicable internal auditing standards and practices, as discussed in Part I of 
PGIAM.
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b.	 All audit  findings  are  formulated  and  synthesized  based  on  the  4C’s (criteria, condition, 
conclusion, probable/root cause), which are defined as follows:

i.	 Criteria – the standards against which a condition is compared (e.g. laws, regulations, 
policies);

ii.	 Conditions – a fact, backed by substantial evidence;

iii.	 Conclusion – evaluation of criteria and the conditions that could either result in compliance 
or non-compliance with laws, regulations, and policies as supported by substantial evidence; 
determination of the adequacy or inadequacy of controls; determination of the efficiency, 
effectiveness, ethicality, and economy of LGU operations; and

iv.	 Cause – the probable cause, in the case of compliance audit; or root cause, in the case 
of management audit or operations audit. Relatedly, a finding of probable cause needs 
only to rest on evidence showing that more likely than not the act/s or omission/s of the 
person responsible had caused the non-compliance, which may warrant the conduct 
of an administrative proceeding by the disciplining authority. Root cause is a structured 
investigation that aims to identify the true cause of the control weaknesses or incidences 
and the actions necessary to eliminate it.

c.	 Findings are supported by sufficient audit evidence. Please note that the quantum of evidence 
required to support an audit finding is substantial evidence. Substantial evidence is more than 
a mere scintilla of evidence. It means such relevant evidence as a reasonable mind might accept 
as adequate to support a conclusion, even if other minds equally reasonable might conceivably 
opine otherwise.

d.	 Its recommendations are feasible, cost-effective, and cost-efficient, supported by evidence and 
sufficient basis in law. Recommendations are classified according to the following:

i.	 Preventive actions – refer to determined actions of the LGU to eliminate the causes of 
potential non-compliance in order to avoid their occurrence; and

ii.	 Corrective actions – refer to an LGU’s actions to eliminate the causes of noncompliance in 
order to avoid recurrence;

e.	 At any point during the audit, when significant risks/issues arise, the IAS/U will prepare an 
interim report to the LCE to communicate findings, issues, and problems that may affect the 
conduct of the audit and may expose the organization to considerable risks. The interim report 
contains the following:

i.	 Gaps or control deficiencies/breakdowns noted during the documentation of the components 
of the ICS and the key processes in the operating and supports systems;

ii.	 Gaps or control deficiencies/breakdowns found after the conduct of the review and 
evaluation of the flowchart and narrative notes or conduct of the walkthrough; and

iii.	 Gaps or control deficiencies/breakdowns after the conduct of the test of controls.

4.3.3.2	Review of the IAS/U Performance Report 

At the close of every fiscal year, the LCE shall review the performance of the IAS/U through the various 
reports/outputs (e.g. baseline assessment report, assessment of control significance and materiality and 
control risk report, assessment of internal audit risk report, annual audit plan, audit engagement report, 
audit follow-up report, and performance monitoring evaluation report) that are submitted to his/her 
office.
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Annex 1 Issuances

 

Annex 1.1 Republic Act No. 3456
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Annex 1.2 Republic Act No. 4177
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Annex 1.3 Presidential Decree No. 1
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Annex 1.4 Section 1 of Administrative Order No. 119
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Annex 1.5 Memorandum Order No. 277
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Annex 1.6 Administrative Order No. 278
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Annex 1.7 Administrative Order No. 70
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Annex 1.8 DBM Budget Circular No. 2004-04
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











    
      
      
      
         
  

     

    



      




 


       
   
     
        

      
       



           

     
      
      



      


   
        



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          
       



 



     


        




 


        



 



          
      
           



 


       
       
 
 
       
 
          



 






 
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Annex 2 Forms

The Forms provided are meant to serve as a guide.  The important factor in Forms is that the Forms shall document the 
work in connection to the audit assignment. 

The instructions for filling them up is included in the Forms.  The Forms may be modified to the conditions of the LGU.  
The source for the Forms herein is General Santos City Internal Audit Charter and Manual of Operations but  changes 
are made in some instances for this Manual.  The Forms may be further customized by the LGUs.

Form 1 – PLANNING MEMORANDUM
Republic of the Philippines

[Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

Auditee:
Provide the name of the LGU or part of the LGU that 
is being audited as represented by the department/di-
vision/section/unit head

Report to:
Provide the name of the internal auditor who will lead 
the audit.

Audit Period: Provide planned start and finish dates of the audit 
Audit Scope: Briefly describe the parameters of the audit work, the audit tools, techniques and methodology to 
be utilized and the sampling method to be used. The scope will differ depending on whether it is management 
or operations audit. 
Audit Objectives: Briefly state the intended accomplishment/s of the engagement.  Objectives should be specific, 
measurable, available, realistic, time bound.
Risks:
Briefly describe any potential risks to the audit, for example, threats to impartiality and objectivity.

Audit Staff Assigned Budgeted Hours
Insert the names of the internal auditors assigned to 
the audit

Insert the number of hours the internal auditor(s) will 
work on the audit.

Activities Target Finish Dates for each Activity
Preliminary: Review Insert for each activity planned finish date
Internal Control Review:

Fieldwork:

Initial Report:

Issue Draft Report:

Issue Final Report:

Date: Date approved

Approved By Head of Internal Audit:

(The Audit Notification Memorandum is a sample letter to briefly inform the auditee of the scope and objectives of the 
audit and how the internal auditor plans to execute the audit.)
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Form 2 – AUDIT NOTIFICATION MEMORANDUM

[Date]

[Reference number]

FOR: (Provide the name of the LGU or part of the LGU that is being audited as represented by the department/division/
section/unit head)
FROM: Head of Internal Audit

SUBJECT: COMPLIANCE/OPERATIONS/MANAGEMENT AUDIT

Audit Scope and Objectives Briefly describe the parameters of the audit work, the audit tools, techniques 
and methodology to be utilized and the sampling method to be used. The 
scope will differ depending on whether it is management or operations 
audit. Briefly state what the audit is expected to achieve. Objectives should be 
specific, measurable, available, realistic, time bound.

Schedule of Fieldwork Timetable for the audit work
Audit Team Members Names of internal auditors undertaking the audit

At the beginning of our audit, we would like to meet with you to discuss our audit objectives and solicit your input. With 
your support and cooperation, we will be able to perform an effective and efficient audit. Hence, we will need your staff 
to provide us with the following records:

[List here documents requested]

Before the audit team leaves the office at the end of the fieldwork phase, a meeting will be held with you to discuss pre-
liminary findings raised, your comments and the next step to the audit. The draft audit report will be completed by the 
audit staff and reviewed by the undersigned in the next three weeks. You are then expected to provide a response to the 
draft report within two weeks. The report will be finalized and presented to the Local Chief Executive for his/her approval 
to the agreed course of actions.

Our mission is to help you achieve your [NAME OF AUDITEE] objectives by providing you information about the effec-
tiveness of internal control and by recommending courses of action that may improve performance.

If you have any questions about the audit engagement, please do not hesitate to call [PHONE NUMBER] or email us at 
[EMAIL ADDRESS].

Very truly yours

[NAME]
Head of Internal Audit
Cc: Local Chief Executive
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Form 3 – PRELIMINARY SURVEY CHECKLIST

Republic of the Philippines

Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

Auditee: Provide the name of the LGU or part of the LGU that is being 
audited as represented by the department/division/section/unit head.
Audit Period: Provide planned start and finish dates of the audit

Audit Scope: Briefly describe the parameters of the audit work, the audit 
tools, techniques and methodology to be utilized and the sampling method 
to be used. The scope will differ depending on whether it is management or 
operations audit.
Audit Objective: Briefly state the intended accomplishment/s of the 
engagement.  Objectives should be specific, measurable, available, realistic, 
time bound.
Risks: Briefly describe any potential risks to the audit, for example, threats to 
impartiality and objectivity.

AUDIT PROCEDURES Done by
(insert name) Date done Work Plan 

Ref.
Planning and Preliminary Survey

Contact auditee to notify them of upcoming audit and arrange for 
entrance meeting. When making arrangements, identify any documents or 
information that will be needed early in the audit process. Ask management 
to consider items that they would like to be included in the audit.
Confirm discussion with a written memorandum that identifies the following:

a)	 Audit period
b)	 Estimated start date and duration of the audit
c)	 Staff assigned
d)	 Physical facilities required

Hold entrance conference; document results.
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Become familiar with the area being audited by reviewing various types of 
information. Summarise results of reviews, highlighting key points, patterns 
and trends.  Draw conclusions and possible audit objectives based on the 
following:

Information about structure and activities such as:
•	 Organization chart
•	 Key personnel and their areas of activities
•	 Approximate number of employees
•	 Mission statement and any goals and objectives

Financial information to identify:
•	 Source of funding
•	 Types and amount of revenue
•	 Nature and amount of expenditure

Files and prior working papers and reports for information about past 
activities; past audit reports; problems noted in related audit areas, etc.

•	 Audit library materials to identify laws, regulations, policies, 
procedures or recent developments related to audit area

•	 Information about nature and purpose of any information systems 
used in the audit area

Review of any existing policies and procedures, manuals, flowcharts or 
control narratives.
Review reports or management letters issued by COA to identify possibilities 
to coordinate work or problem areas that may need to be included in the audit. 
If work performed by other auditors will be relied on to make arrangements 
to review the supporting work papers.
Select final audit objectives based on issues identified during the preliminary 
survey. Preference should be given to management’s request for items to be 
included in audit (to the extent possible), activities or functions that relate 
to the audit area’s mission and any patterns identified during the review of 
background information.
Prepare and obtain approval of a Planning Memorandum, which documents 
shall contain:

•	 Planned scope, objectives and audit method
•	 Auditee areas which will be excluded from the audit and reasons 

these will not be reviewed
•	 Resources necessary to complete the audit
•	 Target completion dates

Prepare an engagement memorandum for auditee that communicates final 
objectives and any changes to planned completion of the audit.
Prepared by Name(s) of internal auditors

Date and Approved by: Head of Internal Audit:
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Form 4 – INTERNAL CONTROL REVIEW CHECKLIST

Republic of the Philippines

Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

(AUDIT TITLE)

Auditee: Provide the name of the LGU or part of the LGU that is being 
audited as represented by the department/division/section/unit head.
Audit Period: Provide planned start and finish dates of the audit.

Audit Scope: Briefly describe the parameters of the audit work, the audit 
tools, techniques and methodology to be utilized and the sampling method 
to be used. The scope will differ depending on whether it is management or 
operations audit.
Audit Objectives: Briefly state the intended accomplishment/s of the 
engagement.  Objectives should be specific, measurable, available, realistic, 
time bound.
Risks: Briefly describe any potential risks to the audit, for example, threats to 
impartiality and objectivity.

Audit Procedures
Done by
(insert 
name):

Date Done Work Plan 
Ref.

Based on the nature of risks associated with activities being audited, 
determine the controls that should be in place and the weaknesses that 
may exist.  Develop an internal control questionnaire to be used as tool in 
conducting control interviews.
Obtain an understanding of tasks, workflow, procedures and control 
techniques by conducting interviews with authorized individuals. Policy 
and procedures manuals can be used to supplement the control review.
Document your understanding of each activity using narratives, flowcharts 
or other methods that reflect the strengths and weaknesses of the processes 
being audited.
Obtain copies of all significant auditee standard forms, reports, and logs etc. 
which are referenced within flowcharts, data flow diagrams or narratives.
Verify the accuracy of the flowcharts, data flow diagrams or narratives 
through examination of documentation, observation or inquiry using 
prescribed forms.
Identify and analyze control strengths which may be tested. Determine if the 
controls identified in step1 exist, how they work and whether they are likely 
to be achieved in their intended purpose.
Identify and explain control weaknesses. Indicate whether compensating 
controls exist or evaluate cause and significance of each weakness. Indicate 
if testing is needed to determine the impact of a weakness. Prepare point 
Sheets for significant weaknesses.
Based on the review of internal controls, conclude on the adequacy of the 
system of internal controls (i.e. the system as designed provides reasonable 
assurance that the activities being audited are functioning as intended)
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Form 5 – COMMUNICATING AUDIT RESULTS CHECKLIST

Republic of the Philippines

[Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

(AUDIT TITLE)

Auditee: Provide the name of the LGU or part of the LGU that is being audited as represented by the department/
division/section/unit head.
Audit Period: Provide planned start and finish dates of the audit.
Audit Scope: Briefly describe the parameters of the audit work, the audit tools, techniques and methodology to 
be utilized and the sampling method to be used. The scope will differ depending on whether it is management or 
operations audit.
Audit Objectives: Briefly state the intended accomplishment/s of the engagement.  Objectives should be specific, 
measurable, available, realistic, time bound.
Risks: Briefly describe any potential risks to the audit, for example, threats to impartiality and objectivity.

AUDIT PROCEDURES

Done 
by 

(insert 
name)

Date
Done

Work 
Plan 
Ref.

If necessary, issue an interim report to provide information about unexpected delays in 
completing the audit, or to notify them of critical control weaknesses
Discuss progress and results throughout the audit. Possible control weaknesses and 
exceptions should be discussed before Point Sheets are written to give management 
an opportunity to provide information that may clear potential findings or to begin 
corrective actions. Document results of discussion in supporting work papers.
Prepare point Sheets for all findings and explain why a Point Sheet was not necessary

Hold an exit conference to discuss findings and recommendations; provide management 
with copies of Point Sheets in advance of the meeting
Document results of exit conference. Show whether auditee agreed with findings and 
any significant discussion about findings and recommendations.
Prepare a draft report. The report shall follow the standard format and should be referenced 
to supporting work papers. Issue the report stamped DRAFT to management for review.
If necessary, contact auditees to arrange a meeting to discuss report and process of 
responding
Obtain and evaluate the auditee’s responses. Determine whether responses address 
the issues described in the findings, promise action that will correct the weaknesses 
reported and provide a reasonable completion date.
If the auditee disagrees with a finding or provides an inadequate response, take action 
to revolves such as:

•	 Discussing issues with the auditee
•	 Trying to resolve conflict with next level of management
•	 Including auditee’s views in report (give the auditee an opportunity to review 

revisions before issuing report)
•	 Documenting that senior management has been informed of the risk of not 

taking corrective action and has accepted that risk.
Incorporate auditee’s response in a report and forward to Department’s head for review.

Prepare corrective action forms and cover memorandum to be sent to department Head. 
Set date for each comment based on date that management has indicated corrective 
action will be completed; tracking number should match finding number for follow-up 
database.
File final report in binders and cross-referenced to supporting working papers: provide 
explanations for comments deleted or changed significantly since the original draft.
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Form 6 – BASELINE ASSESSMENT REPORT

Republic of the Philippines

[Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

FOR THE CALENDAR YEARS [year] – [year]

As of [date]

Title Baseline Assessment Report
Responsible Official Provide the name of lead internal auditor who prepared the report
Description Describe the deficiency in terms of its effect on, for example, mission 

accomplishment lost revenue, error rates or impact on compliance taxpayer 
burden, operating efficiency. Be quantitative, if possible. Be specific about 
what undesirable consequence could occur if the significant deficiency is not 
corrected.

Source of Discovery Describe how the significant deficiency was identified. Sources usually include 
but are not limited to a control review, an operational review, an event that 
occurred during the year in the audit report.

Correction Strategy Briefly summarize the proposed approach or course of action to correct the 
significant deficiency.

Results Indicators/Effective-
ness Measures

Briefly describe what indicators will be used to evaluate whether the actions 
taken have corrected the underlying cause of the significant deficiency and be 
based on performance measures, either qualitative or quantitative.

Validation Process Describe how data will be collected to support the results indicator. Some possible 
methods include using existing management information or performance 
statistics, special surveys, sampling, and analysing data, etc.

Target Correction Date Enter the date by which all corrective actions are expected to be completed and 
validated.

Other Issues Use this space to briefly explain anything else that requires management’s 
assistance or attention, including related concerns such as resource needs, 
dependencies with other organizations etc.

Prepared by : Name(s) of internal auditors
Date/ Approved By Head of Internal Audit: 
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Form 7 – POINT SHEET INDEX

Republic of the Philippines

[Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

Auditee: Provide the name of the LGU or part of the LGU that is being audited as represented by the department/
division/section/unit head.
Audit Period: Provide planned start and finish dates of the audit.
Audit Scope: Briefly describe the parameters of the audit work, the audit tools, techniques and methodology to be 
utilized and the sampling method to be used. The scope will differ depending on whether it is management or 
operations audit.
Audit Objectives: Briefly state the intended accomplishment/s of the engagement.  Objectives should be specific, 
measurable, available, realistic, time bound.
Risks: Briefly describe any potential risks to the audit, for example, threats to impartiality and objectivity.
Potential Audit 
Comment (PAC) 
Number

Summary of contents Include in 
Report? Report Preference

Draft Report Final Report

Insert reference 
number

Briefly state the point, analysis, finding and 
recommendation

Yes or No Yes or No Yes or No

Prepared by: Name(s) of internal auditor(s)
Date/
Approved by Head of Internal Audit:
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Form 8 – POTENTIAL AUDIT COMMENT

Republic of the Philippines

[Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

Auditee: Provide the name of the LGU or part of the LGU that is being audited as represented by the department/
division/section/unit head.
Audit Period: Provide planned start and finish dates of the audit.
Audit Scope: Briefly describe the parameters of the audit work, the audit tools, techniques and methodology to 
be utilized and the sampling method to be used. The scope will differ depending on whether it is management 
or operations audit.
Audit Objectives: Briefly state the intended accomplishment/s of the engagement.  Objectives should be specific, 
measurable, available, realistic, time bound.
Risks: Briefly describe any potential risks to the audit, for example, threats to impartiality and objectivity.
Condition Cause Effect
State a significant deficiency fact 
backed up by substantial evidence

Describe the probable cause Describe the deficiency in terms of 
its effect on, for example, mission 
accomplishment lost revenue, error 
rates or impact on compliance 
taxpayer burden, operating 
efficiency.  Be quantitative, if 
possible.  Be specific about the 
undesirable consequence if the 
significant deficiency is not 
corrected.

Comments:

Discussed with: Provide all names of officials and positions
Signature
Date
Signature
Date
Include in report? Yes or No

Prepared by

Date/ Approved by Head of Internal 
Audit
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Form 9 - AUDIT DISCUSSION DRAFT

Republic of the Philippines

[Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

Auditee: Provide the name of the LGU or part of the LGU that is being audited as represented by the department/division/section/
unit head.
Audit Period: Provide planned start and finish dates of the audit.
Audit Scope: Briefly describe the parameters of the audit work, the audit tools, techniques and methodology to be utilized and the 
sampling method to be used. The scope will differ depending on whether it is management or operations audit.
Audit Objectives: Briefly state the intended accomplishment/s of the engagement.  Objectives should be specific, measurable, 
available, realistic, time bound.
Risks: Briefly describe any potential risks to the audit, for example, threats to impartiality and objectivity.

CRITERIA

(What should 
exist?)

CONDITION

(What does 
exist?)

CAUSE
(Why the 
difference 

exists?)

CONCLUSION

(Impact of the 
difference)

RECOMMENDATION(S)

(What should 
management do??

INCLUDE IN 
REPORT COMMENT

Describe 
a standard 
by which a 
condition is 
compared. 

Standards can 
be laws, rules, 
regulations, 
policies, orders, 
guidelines, 
procedures, 
plans, targets 
best practises 
etc.

State a 
significant 
deficiency 
fact backed 
up by 
substantial 
evidence.

Describe 
the cause

Describe the 
evaluation of 
criteria and the 
conditions that 
could either result 
in compliance or 
non-compliance 
with laws 
regulations 
and policies 
a supported 
by substantial 
evidence.

Description of the 
proposed action to 
address the probable 
cause and improve the 
condition.

Yes or No Remark to 
justify/explain 
inclusion or 
exclusion from 
repor.t

Prepared by:
Provide name(s) of the internal auditor(s) responsible.

Discussed with:
Provide list of officials that the discussion draft has been discussed with

Date
Approved by Head of Internal Audit:
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Form 10 - INTERNAL AUDIT REPORTS CHECKLIST

The table provides summary checklist that shall be included in the audit report.

Background ·	Identifies the organizational units and activities reviewed and provides 
explanatory information.

·	Indicates the reason for the conduct of the audit project, including whether the 
report covers a scheduled engagement or is responding to a request.

·	Includes the status of observations, conclusions, and recommendations from 
prior audits.

Objectives ·	Statements that define intended engagement accomplishments.

Scope ·	Identifies the audited activities.
·	Identifies the time period reviewed.
·	Identifies related activities that are not reviewed.

Approach ·	Establishes the procedures for identifying, analyzing, and evaluating sufficient 
information to achieve the engagement’s objectives.

Observations/ Find-
ings

·	Identifies the standards, measures, or expectations used in making an evaluation 
and/or verification (criteria).

·	Identifies the factual evidence that the internal auditor found during the 
examination that supports the conclusions and recommendations (conditions).

·	Identifies the reason for the difference between the expected and actual conditions 
(causes).

·	Identifies the risk or exposure the organisation and / or others encounter because 
the condition is not consistent with the criteria (effect).

Conclusions ·	Shall be clearly identified.
·	Shall be based on appropriate analyses and evaluations.
·	Shall encompass the entire scope of an engagement.
·	Shall relate directly to objectives.

Recommendations
·	Shall be based on engagement observations and conclusion.
·	Shall be specific and call for action to correct existing management conditions or 

improve operations.
·	Shall suggest approaches to correct or enhance performance.

Agreed actions
·	An agreed set of actions proposed by management to address any recommendations. 

(In some cases, the internal audit teams may move straight to agreeing on actions 
and skip recommendations.  This is also considered good practice.)
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Form 11 – PROGRESS MONITORING REPORT FORM

Republic of the Philippines

[Insert name of LGU]

[Insert date prepared]

[Insert file reference number]

Auditee: Provide the name of the LGU or part of the LGU that is being audited as represented by the department/division/
section/unit head.
Audit Period: Provide planned start and finish dates of the audit.
Audit Scope: Briefly describe the parameters of the audit work, the audit tools, techniques and methodology to be utilized and 
the sampling method to be used. The scope will differ depending on whether it is management or operations audit.
Audit Objectives: Briefly state the intended accomplishment/s of the engagement.  Objectives shall be specific, measurable, 
available, realistic, time bound.
Risks: Briefly describe any potential risks to the audit, for example, threats to impartiality and objectivity.

Ref 
No. Recommendation Agreed

Yes/No
Person

Responsible
Implementation

Date
Action 
Taken Remarks

Briefly summarize the 
proposed approach 
or course of action to 
correct the significant 
deficiency

Name of the 
official

Start and finish 
dates

Yes or No Briefly describe 
success or 
otherwise of action. 
If no action taken 
make appropriate 
recommendation

Prepared by: Name (s) of internal auditor
Approved by Head of Internal Audit:
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Annex 3. Internal Control Questionnaire
*	 The internal control questionnaire (ICQ) provided is meant to serve as a guide. The ICQ provided is modified 

from PGIAM, which is permitted by PGIAM. The internal control questions below may be further revised to cus-
tomize the ICQ to the conditions of the LGU.

Instructions for Completion

1.	 For the Internal Auditor

a.	 Select the appropriate group of respondents and invite them to read each statement carefully and assess the 
conditions pertaining to the questions. Ask the respondents to answer the questions following the instructions 
given.

b.	 Prepare a tally sheet for the answers and analyze their impact on the control objectives. For “YES” answers, select 
the central or key controls for the validation/test of controls.

c.	 Evaluate all “NO” answers if a compensating control is present. If there is a compensating control, perform a val-
idation/test of controls. If there is none, gather pieces of evidence by triangulation and develop an interim report 
and recommend courses of action for inclusion in the interim report.

d.	 For questions/control statements with “YES” and “NO” answers, perform a validation/test of controls to firm up 
the existing condition.

e.	 Prepare a Summary of Gaps for reporting or further audit.

2.	 For the Respondents

The following questionnaire is designed to evaluate the LGU’s internal control components. This has a pervasive effect 
on the overall system of Internal Control because they represent the LGU nature and overall attitude towards internal 
control.

This questionnaire is divided into five interrelated components that make up the LGU’s internal control system:

Section I – Control Environment
Section II – Risk Assessment
Section III – Control Activities
Section IV – Information and Communication
Section V – Monitoring

Complete the matrix by performing the following:

a.	 Please read each statement carefully and assess the conditions pertaining to the questions.

b.	 Answer with “YES” or “NO” in the space provided. Answers to questions would require submission of evidence, 
such as a flowchart and other reference documents, by the personnel concerned.

c.	 A space for reference documents has been provided next to each question.

d.	 For questions which require reference documents, cite the same in the space provided.

e.	 The internal auditors shall review the ICQ responses as part of the baseline assessment of internal control and 
may contact the personnel concerned to follow- up on some of the questions.

*	 Please add comments for any statement where you think additional information will assist in validating and under-
standing the results you have provided (additional pages may be attached, as necessary).
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Section I – Control Environment

OBJECTIVE: To obtain sufficient knowledge of the control environment in the public sector context and 
understand the LGU’s approach, attitude, and perspectives.

These questions involve ways on how the LGU can inform public officers and employees of their roles, 
responsibilities, accountabilities, and authorities. They also include ways by which the LGU can create an 
environment to better ensure that integrity and ethical values are not compromised and that officers and 
employees receive and understand that thrust.

QUESTIONS YES NO Cite Reference 
Documents

1	
a.	 Does the LCE ensure adherence to the principle of public office is a 

public trust?
b.	 Do the public officers and employees:

i. hold themselves accountable to the people at all times?
ii. serve the people with utmost responsibility, integrity, loyalty and 

efficiency, act with patriotism and justice and lead modest 
lives? (Sec. 32, Chapter 9, Book I, EO 292, “Administrative 
Code of 1987”)

2	 Does the LCE:

a.	 Establish the policies and standards for the operation of the LGU 
pursuant to the approved programs of government?

b.	 Promulgate rules and regulations necessary to carry out the LGU’s 
policies, objectives, functions, plans, programs, and projects?

c.	 Promulgate administrative issuances necessary for the efficient 
administration of the offices under them and for the proper 
execution of the laws relative thereto?

d.	 Exercise disciplinary powers over officers and employees under 
them in accordance with law?

e.	 Appoint all officers and employees in the executive branch of the 
LGU (except the local treasurers)?

f.	 Delegate authority to officers and employees in accordance with 
EO 292 or the law creating the LGU? (Sec. 7, Chapter 2, Book IV, 
EO 292, “Administrative Code of 1987”)

3

a.	 Does the LGU comply with the policies, standards and guidelines 
promulgated by the CSC to promote economical, efficient and 
effective personnel administration in the government?

b.	 Are there plans and programs adopted to promote economical, 
efficient and effective personnel administration in the 
government? [Sec. 12 (3), Chapter 3, Subtitle A, Title I, Book V, 
EO 292, “Administrative Code of 1987”]

4

a.	 Does the LGU institute a Performance Evaluation System based 
on objectively measured output and performance of personnel 
and units, such as the Strategic Performance Management System 
developed by the Civil Service Commission? (Civil Service 
Commission Memorandum Circular No 6, s 2012, “Guidelines 
in the Establishment and Implementation of Agency Strategic 
Performance Management System”)



INTERNAL AUDIT MANUAL FOR LOCAL GOVERNMENT UNITS

117

QUESTIONS YES NO Cite Reference 
Documents

5	 Are the LGU’s operating units able to achieve the expected results and 
contribute to the achievement of its sectoral or societal goals? (DBM 
Circular Letter No. 2008-8, 23 October 2008, “National Guidelines on 
Internal Control Systems (NGICS),” pp. 11- 12)

6	 Does the LGU include the necessary networking within and outside 
government to attain better coordination or convergence of efforts 
in the execution of their responsibilities? (Item 3.1, DBM CL 2008-8, 
“National Guidelines on Internal Control Systems”)

7	 Does the LGU perform functions and tasks using the least amount of 
resources within a specific timeframe? (DBM Circular Letter No. 2008-
8, 23 October 2008, “National Guidelines on Internal Control Systems 
(NGICS),” pp. 11- 12)

8	

a.	 Are all government resources managed, expended or utilized in 
accordance with law and regulations?

b.	 Is it safeguarded against loss or wastage through illegal or improper 
disposition to ensure economy, effectiveness and efficiency in the 
operations of the LGU?

c.	 Does the LCE ensure that the foregoing policy on fiscal responsibility 
is faithfully adhered to in all the financial affairs, transactions and 
operations of the LGU? (Sec. I, Chapter 1, Subtitle B, Title I, Book V, 
EO 292, “Administrative Code of 1987”)

9	

a.	 Does the LGU take appropriate measures to promote transparency and 
accountability in the management of public finances? 

b.	 Do said measures encompass effective and efficient systems of internal 
control? [Article 9 Public Procurement and Management of Public 
Finances, Chapter II, Preventive Measures, United Nations Convention 
Against Corruption (UNCAC) 31 October 2003.]

10	

a.	 Does the LCE prepare and submit to the President, through the DBM 
an estimate of the necessary expenditures of the agency/ organization 
during the next fiscal year?

a.	 Are these budget estimates based on the reports and estimates 
submitted by the departments/offices and units under the LCE? (Sec. 9, 
Chapter 2, Book IV, EO 292, “Administrative Code of 1987”)

11	

a.	 Is the LGU’s budget supportive of and consistent with the socio-
economic development plan?

a.	 Is it oriented towards the achievement of explicit objectives and 
expected results, to ensure that funds are utilized and operations are 
conducted effectively, economically and efficiently? (Sec. 3, Chapter 2, 
Book VI, EO 292, “Administrative Code of 1987”)

12	 Does the LGU design and implement the following?

a.	 Management information systems yielding both performance and 
financial information which will adequately monitor and control 
budget implementation, and b. Improvements in operating systems, 
procedures, and practices, so as to ensure that the targets approved 
in budget authorization are in fact attained at minimum cost. (Sec. 9, 
Chapter 2, Book VI, EO 292, “Administrative Code of 1987”)
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QUESTIONS YES NO Cite Reference 
Documents

13	 Are all the government funds or property under the administration or 
control of the public officer or employee used in accordance with the 
purpose for which it was appropriated by law? (Sec. 80, Chapter 7, Book 
VI, EO No. 292,  “Administrative Code of 1987” Manhit vs. Office of the 
Ombudsman, G.R. No. 159349, 7 September 2007)

14	 Is the LGU’s control environment understood within the framework 
of public service accountability where government, its partners, and 
agents, assume fiduciary responsibilities towards the public they serve? 
[Item 3.1.1, DBM Circular Letter No. 2008-8, 23 October 2008, the 
“National Guidelines on Internal Control Systems (NGICS)”]

15	 Are control features interwoven into and made an integral part of each 
system in the LGU that management can use to regulate and guide 
its operations? [Section 33, Title II- Internal Control System, Vol. 
III, Commission on Audit (COA) Circular No. 91-368, GAAM, 19 
December 1991, p. 64; DBM CL 2008-8, Item 2.2.1, National Guidelines 
on Internal Control Systems]

16	 Does the LGU adopt and implement control policies and measures on 
the following:

a.	 Delegation of authority and supervision?

a.	 Segregation of functions for processing, reviewing, recording, custody 
and approval? 

b.	 Access to resources and records; 

c.	 Completeness and integrity of transaction documents and reports?

d.	 Verification of transactions and reconciliation of records and data? 
[DBM Circular Letter No. 2008-8, 23 October 2008, the “National 
Guidelines on Internal Control Systems (NGICS),” pp. 27-28]

17	 Are there plans of organization and coordinated methods and measures 
adopted within the LGU organization to:

a.	 Safeguard its assets?

b.	 Check the accuracy and reliability of its accounting data?

c.	 Encourage adherence to prescribed managerial policies?

d.	 Comply with applicable laws and regulations?

e.	 Ensure ethical, economical, effective and efficient operations? 
[Presidential Decree (PD) No. 1445, 11 June 1978, the “Government 
Auditing Code of the Philippines,” as amended, Department of 
Budget and Management (DBM) Circular Letter No. 2008-8, 23 
October 2008, the “National Guidelines on Internal Control Systems 
(NGICS)]

18	 Does the LGU’s accounting system:

a.	 Produce information concerning operations in the last three years 
and present conditions?

a.	 Provide a basis for guidance for future operations?

b.	 Provide for control of the acts of public bodies and officers in the 
receipt, disposition, and utilization of funds or property?

c.	 Report on the financial position and results of operations of the LGU 
for the information of all persons concerned? (Sec. 41, Chapter 6, 
Subtitle B, Title I, Book V, EO 292, “Administrative Code of 1987”)
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QUESTIONS YES NO Cite Reference 
Documents

19  a. Does the LGU establish, administer and maintain qualification 
standards?

b. Is the establishment, administration and maintenance of qualification 
standards with the assistance and approval of the Civil Service 
Commission? (Sec.22, Chapter 5, Subtitle A, Title I, Book IV, EO 292, 
“Administrative Code of 1987”)

20.  a. Is the degree of qualifications of an officer or employee determined 
based on the qualification standards for the particular position?

b. Do the qualification standards express the minimum requirements 
for a position in terms of education, training and experience, civil 
service eligibility, physical fitness, and other qualities required for 
successful performance? (Sec.22, Chapter 5, Subtitle A, Title I, 
Book IV, EO 292, “Administrative Code of 1987”)

21. Does the L G U  promote the primacy of public interest o v e r 
personal interest in the performance of duties? (Sec. 1, Rule III, Rules 
Implementing RA 6713, “Code of Conduct and Ethical Standards for 
Public Officials and Employees”)

22. Do the public officials and employees perform and discharge 
their duties with the highest degree of excellence, professionalism, 
intelligence, and skill? (Sec. 4(A) Norms of Conduct of Public Officials 
and Employees, Republic Act (RA) No. 6713, the “Code of Conduct 
and Ethical Standards for Public Officials and Employees,” 20 February 
1989)

23 a. Does the LGU have an established performance evaluation system 
(PES)?

b. Is the PES administered in accordance with standards, rules and 
regulations promulgated by the CSC?

c. Is the PES administered in such a manner as to continually foster the 
improvement of individual employee efficiency and organizational 
effectiveness? (Sec.33, Chapter 5, Subtitle A, Title I, Book V, EO 292, 
“Administrative Code of 1987”)

24. Does the L G U  undertake, on a continuing basis, programs to promote 
constituents/public satisfaction and improve service delivery, and 
other similar activities for officers and employees in frontline services? 
(Sec. 1, Rule VI, Implementing Rules and Regulations of RA 9485, “Anti-
Red Tape Act of 2007)

25. Does the L G U  conduct an analysis of its operating performance, 
evaluation of performance relative to costs incurred and the review 
of agency operating systems and procedures as inherent parts of the 
budget process? (Sec. 9, Chapter 2, Book VI, EO 292, “Administrative 
Code of 1987”)

26. Does the LGU identify other public service organizations (e.g., public 
entities and private entities providing public services), the public 
they serve, and stakeholders as well as their requirements, needs and 
expectations, to define the organization’s intended outputs? (Clause 
5.1.1. ISO 9000, the “Introduction and Support Package: Guidance on 
the Concept and Use of the Process Approach for Management Systems,” 
ISO/TC 176/SC 2/N 544R3, 15 October 2008; Executive Order (EO) No. 
605 s. 2007; and Republic Act (RA) No. 9013)

27. Does the L G U  monitor information relating to constituents/
public perception as to whether the LGU has met constituents/public 
requirements? (Clause 8 . 2 . 1  ISO 9001:2008, 15 November 2008; 
Executive Order (EO) No. 605 s. 2007; and Republic Act (RA) No. 9013)
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Section II – Risk Assessment

OBJECTIVES:

a.	 To obtain sufficient knowledge/information of the LGU’s overall process in the following:
i.	 Identifying, analyzing, and evaluating relevant risks to the achievement of the control objectives, and 

determining the appropriate response. 

b.	 To identify and document the LGU’s risk assessment procedure as a component of ICS.

These questions are used to identify and assess the external and internal factors that could impact on the 
achievement of control objectives and provide a basis for certain management controls.

QUESTIONS YES NO
Cite 

Reference 
Documents

1.	 Does the LGU identify, analyze and evaluate relevant risks to the achievement of 
the control objectives and determine the appropriate response? [DBM Circular 
Letter No. 2008-8, 23 October 2008, the “National Guidelines on Internal 
Control Systems (NGICS)” p. 29; International Organization of Supreme Audit 
Institutions (INTOSAI), the “Guidelines for Internal Control Standards for the 
Public Sector” 16 October 2004, p. 22.; and Clause 4, 4.3.4, EC/ISO 31010:2009, 
the “Risk Management – Risk Assessment Techniques,” 1 December 2009]

2.	 Is the LGU’s risk assessment fully integrated into the other components in the 
risk management process which include the following:

a.	 Communication and consultation?

b.	 Establishing the context?

c.	 Risk assessment (comprising risk identification, risk analysis, and risk 
evaluation)?

d.	 Risk treatment?

e.	 Monitoring and review? (Clause 4, 4.3.1, IEC/ISO 31010:2009, the “Risk 
Management – Risk Assessment Techniques,” 1 December 2009.)

3.	 In establishing the external context, does the LGU consider familiarization with 
the environment in which the organization and the system operations including 
the following:

a.	 Cultural, political, legal, regulatory, financial, economic and competitive 
environment factors, whether international, national, regional or local?

b.	 Key development drivers and trends having an impact on the objectives of 
the LGU? For example, population growth and its impact on the natural 
environment and infrastructure demand; 

c.	 Perceptions and values of external stakeholders? [DBM Circular Letter No. 
2008-8, 23 October 2008, the “National Guidelines on Internal Control 
Systems (NGICS)” p.30 and Clause 4, 4.3.3a, IEC/ISO 31010:2009, the “Risk 
Management – Risk Assessment Techniques, 1 December 2009]
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QUESTIONS YES NO
Cite 

Reference 
Documents

4.	 In establishing the internal context, does the LGU consider an understanding of 
the following:

a.	 Capabilities of the LGU in terms of resources and knowledge?

b.	 Information flows and decision-making processes,

c.	 Internal stakeholders?

d.	 Objectives and the strategies that are in place to achieve them?

e.	 Perceptions, values, and culture?

f.	 Policies and processes?

g.	 Standards and reference models adopted by the LGU?

h.	 Structures (e.g. governance, roles, and accountabilities)? [DBM) Circular 
Letter No. 2008-8, 23 October 2008, the “National Guidelines on Internal 
Control Systems (NGICS)” p.30 and Clause 4, 4.3.3b, IEC/ISO 31010:2009, 
the “Risk Management – Risk Assessment Techniques, 1 December 2009]

Risk Identification

5.	 Does the LGU make an identification of the following:

a.	 Opportunities and threats to the achievement of the control objectives?

b.	 The most important areas to which resources in risk assessment should be 
channeled? 

c.	 Determine responsibility for the management of the risk? [DBM Circular 
Letter No. 2008-8, 23 October 2008, the “National Guidelines on Internal 
Control Systems (NGICS)” p. 30 and 2.2 Risk Assessment, International 
Organization of Supreme Audit Institutions (INTOSAI), the “Guidelines for 
Internal Control Standards for the Public Sector,” 16 October 2004, pp. 23-
24.]

6.	 Does the LGU identify the causes and sources of the risk (the hazard in the 
context of physical harm), events, situations or circumstances which could have 
a material impact on objectives and the nature of that impact? (Clause 5, 5.2, 
IEC/ISO 31010:2009, the “Risk Management – Risk Assessment Techniques,” 1 
December 2009.)

Risk Analysis

7.	 Does the LGU systematically use information to identify sources and to estimate 
the risk? [DBM) Circular Letter No. 2008-8, the “National Guidelines on Internal 
Control Systems (NGICS),” 23 October 2008, p. 30-31]

8.	 Does the LGU identify the factors that affect consequences and likelihood of the 
risk? [DBM Circular Letter No. 2008-8, the “National Guidelines on Internal 
Control Systems (NGICS),” 23 October 2008, p. 30-31]

9.	

a.	 Does the LGU determine the consequences and their probabilities for 
identified risk events?

b.	 In determining said consequences and their probabilities, does the LGU 
take into account the presence (or not) and the effectiveness of any existing 
controls? (Clause 5, 5.3.1, IEC/ISO 31010:2009, the “Risk Management – 
Risk Assessment Techniques,” 1 December 2009)

Risk Evaluation
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QUESTIONS YES NO
Cite 

Reference 
Documents

10.	 Does the LGU evaluate the significance of the risk and assess the likelihood of its 
occurrence? [DBM Circular Letter No. 2008-8, 23 October 2008, the “National 
Guidelines on Internal Control Systems (NGICS),” p. 31 and 2.2 Risk Assessment, 
International Organization of Supreme Audit Institutions (INTOSAI), the 
“Guidelines for Internal Control Standards for the Public Sector,” 16 October 
2004, pp. 22-23]

11.	 In evaluating the risk, does the LGU compare estimated levels of risk with risk 
criteria defined when the context was established, in order to determine the 
significance of the level and type of risk? (Clause 5, 5.4, IEC/ISO 31010:2009, the 
“Risk Management – Risk Assessment Techniques,” 1 December 2009)
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Section III – Control Activities
OBJECTIVES:

a.	 To obtain sufficient knowledge/information about the policies and procedures established by the LGU to 
address risks (tolerated, transferred, terminated or treated) and to achieve its objectives;

a.	 To obtain sufficient knowledge/information about the LGU’s performance review and compliance review; 
and

b.	 To identify and document the LGU’s control activities: risk response, performance review and compliance 
review process.

These questions involve policies or procedures that help ensure that the LGU’s objectives are achieved and 
directives are completed.

QUESTIONS YES NO Cite Reference 
Documents

A. Risk Response

1.	 Does the LGU establish policies and procedures to address risks and 
to achieve the LGU’s objectives?[DBM Circular Letter No. 2008-8, 
the “National Guidelines on Internal Control Systems (NGICS),” 23 
October 2008, pp. 31-32 and 2.3 Control Activities, International 
Organization of Supreme Audit Institutions (INTOSAI), the 
“Guidelines for Internal Control Standards for the Public Sector,” 16 
October 2 p. 28

2.	
a.	 Are all the money and properties officially received by a public officer, 

in any capacity or upon any occasion, accounted for as government 
funds and government properties?

b.	 Are government properties taken up in the books of the LGU 
concerned? (Sec. 42, Chapter 7, Subtitle B, Title I, Book V, EO 292, 
“Administrative Code of 1987”)

3.	 Are the LGU’s officers whose duties permit or require the possession or 
custody of government funds properly bonded in accordance with law? 
(Sec. 50, Chapter 9, Subtitle B, Title I, Book V, EO 292, “Administrative 
Code of 1987”)

4.	 Does the LGU include the results expected for each budgetary program 
and project, the nature of work to be performed, estimated costs per unit 
of work measurement, including the various objects of expenditures for 
each project in its budget estimates? (Sec. 14(7), Chapter 3, Book VI, EO 
292, “Administrative Code of 1987”)

5.	 Are the frontline services complemented with adequate staff by 
adopting mechanisms such as rotation system among office personnel, 
sliding flexitime, reliever system especially in peak times of transactions 
or providing skeletal personnel during lunch and snack times? (Section 
3, Rule VI, Implementing Rules and Regulations of RA 9485, “Anti-Red 
Tape Act of 2007”)

6.	 Is disbursement of government funds made in pursuance of an 
appropriation law or other specific statutory authority? (Section 45 (1), 
Chapter 8, Subtitle B, Title I, Book V, EO 292, Administrative Code of 
1987”)

B. Performance Review

7.	 If accomplishments do not meet established objectives or standards, are 
the processes and activities reviewed to determine if improvements are 
needed? [DBM Circular Letter No. 2008-8, the “National Guidelines 
on Internal Control Systems (NGICS),” 23 October 2008, p. 33 and 
2.3 Control Activities, No. 6. Reviews of Operating Performance, 
International Organization of Supreme Audit Institutions (INTOSAI), 
the “Guidelines for Internal Control Standards for the Public Sector,” 16 
October 2004, p. 30]

C. Compliance Review
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QUESTIONS YES NO Cite Reference 
Documents

8.	 Does the LGU periodically review operations, processes, and activities 
to ensure that they are in compliance with current regulations, policies, 
procedures, or other requirements? [DBM Circular Letter No. 2008-
8, the “National Guidelines on Internal Control Systems (NGICS),” 
23 October 2008, p. 33 and 2.3 Control Activities, No. 7. Reviews of 
operations, processes and activities, International Organization of 
Supreme Audit Institutions (INTOSAI), the “Guidelines for Internal 
Control Standards for the Public Sector,” 16 October 2004, p. 30-31]
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Section IV – Information and Communication

OBJECTIVES:

a.	 To obtain sufficient knowledge/information about the LGU’s information and communication systems;
b.	 To determine if relevant information is communicated throughout the LGU, as well as to its network of 

organizations and sectors; and 
c.	 To identify and document the LGU’s information and communication process.

These questions involve how the LGU identifies, captures, processes and reports information needed to achieve 
its objectives.

QUESTIONS YES NO Cite Reference 
Documents

1.	 Does the LCE establish measures and standards that will ensure 
transparency of and openness in public transactions, e.g., biddings, 
purchases, other internal transactions, including contracts, status 
of projects, and other matters involving public interest? (Sec. 2, 
Rule IV, Rules Implementing RA 6713, “Code of Conduct and 
Ethical Standards for Public Officials and Employees”)

2.	 Does the LCE establish information system that will inform the 
public of the following:
a.	 Policies, rules, and procedures? 
b.	 Work programs, projects and performance targets? 
c.	 Performance reports?
d.	 All other documents classified as public information? (Sec. 2, 

Rule IV, Rules Implementing RA 6713, “Code of Conduct and 
Ethical Standards for Public Officials and Employees”)

3.	 a. Does the LGU have a workflow chart showing procedures or 
flow of documents? 
b. Is the chart posted in conspicuous places in the LGU for the 
information and guidance of all concerned? (Sec. 4, Rule III, Rules 
Implementing RA 6713, “Code of Conduct and Ethical Standards 
for Public Officials and Employees”)

4.	 Are the LGU’s transactions and events promptly recorded 
and properly classified? [DBM Circular Letter No. 2008-8, the 
“National Guidelines on Internal Control Systems (NGICS),” 23 
October 2008, p. 34 and 2.4 Information and Communication, 
INTOSAI, the “Guidelines for Internal Control Standards for the 
Public Sector,” 16 October 2004, p. 36.]

5.	 Is relevant information communicated throughout the LGU, as 
well as to its network of organizations and sectors? [DBM Circular 
Letter No. 2008-8, the “National Guidelines on Internal Control 
Systems (NGICS),” 23 October 2008, p.33 and 2.4 Information and 
Communication, International Organization of Supreme Audit 
Institutions (INTOSAI), the “Guidelines for Internal Control 
Standards for the Public Sector,” 16 October 2004, pp. 36-39]

6.	 Is relevant information identified, captured and communicated in 
a form and timeframe that enables personnel to carry out internal 
controls and other responsibilities? [DBM Circular Letter No. 2008-
8, the “National Guidelines on Internal Control Systems (NGICS),” 
23 October 2008, p. 34 and 2.4 Information and Communication, 
INTOSAI, the “Guidelines for Internal Control Standards for the 
Public Sector,” 16 October 2004, p. 36]
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QUESTIONS YES NO Cite Reference 
Documents

7.	 a. Does communication flow down, across, and up the organization, 
throughout all components and the entire structure? 
b. Does the LGU have an effective communication with external 
individuals and organizations? [DBM Circular Letter No. 2008-8, 
the “National Guidelines on Internal Control Systems (NGICS),” 
23 October 2008, p. 36 and 2.4 Information and Communication, 
International Organization of Supreme Audit Institutions 
(INTOSAI), the “Guidelines for Internal Control Standards for the 
Public Sector,” 16 October 2004, p. 38]

8.	
a.	 Does the LGU consult the public they serve for the purpose 

of gathering feedback and suggestions on the efficiency, 
effectiveness and economy of frontline services?

a.	 b. Do they establish mechanisms to ensure the conduct of public 
consultations and hearings? (Rule III, Rules Implementing 
Republic Act (RA) No. 6713, the “Code of Conduct and Ethical 
Standards for Public Officials and Employees,” 21 April 1989.)

9.	 Does the LGU communicate frequently with the constituents 
or the public they serve and stakeholders to ensure continual 
understanding of their requirements, needs and expectations? 
Clause 5.1.1. ISO 9000, the “Introduction and Support Package: 
Guidance on the Concept and Use of the Process Approach for 
Management Systems,” ISO/TC 176/SC 2/N 544R3, 15 October 
2008; Executive Order (EO) No. 605 s. 2007; and Republic Act 
(RA) No. 9013.)

10. Are written requests, petitions or motions sent to the L G U  by 
means of letters, or the like, acted upon by the official or employee 
in charge within fifteen (15) days from receipt thereof? (Sec. 3, 
Rule VI, Rules Implementing RA 6713, “Code of Conduct and 
Ethical Standards for Public Officials and Employees”

11. In the evaluation of official forms for departments/offices 
rendering frontline services, are the number of signatories limited 
to a maximum of five (5) signatures of officers or employees 
directly supervising the evaluation, approval or disapproval or 
the request, application, or transaction? (Section 3, Rule III, 
Implementing Rules and Regulations, RA 9485, “Anti-Red Tape 
Act of 2007”)

12. Does the LGU prescribed rules, through appropriate office order, 
on the proper authority to sign in the absence of regular signatory? 
(Sec. 5, Rule VI, Rules Implementing RA 6713, “Code of Conduct 
and Ethical Standards for Public Officials and Employees”); 
(Section 3, Rule III, Implementing Rules and Regulations, RA 
9485, “Anti-Red Tape Act of 2007”)

13. Do all heads or other responsible officers of the LGU prepare and 
submit to the CSC a report of compliance with the provisions of 
RA 6713 and its IRR? (Sec. 7, Rule VI, Rules Implementing RA 
6713, “Code of Conduct and Ethical Standards for Public Officials 
and Employees”)
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QUESTIONS YES NO Cite Reference 
Documents

14. a. Do the public officers and employees file under oath their 
Statements of Assets, Liabilities and Net Worth (SALN) and 
a Disclosure of Business Interests and Financial Connections 
(DBIFC) and Identification and Disclosure of Relatives 
(IDR) in the government? (Sec. 1 & 2 , Rule V I I , R u l e s 
I m p l e m e n t i n g  R A  6713, “Code of Conduct and Ethical 
Standards for Public Officials and Employees”)

b. Does it contain a true, detailed and sworn statement of assets 
and liabilities, including a statement of the amounts and 
sources of the public officer or employee income, the amounts 
of his personal and family expenses and the amount of income 
taxes paid for the next preceding calendar year? (Section 7, 
Republic Act (RA) No. 3019, the “Anti-Graft and Corrupt 
Practices Act,” as amended, 17 August 1960 and Pleyto vs. 
PNP- CIDG, G.R. No.169982, 23 November 2007.)

15. Does the LGU have compliance procedures for the review of the 
SALN, to determine whether said statements have been properly 
accomplished? (Sec. 1, Rule VIII, Rules Implementing RA 6713, 
“Code of Conduct and Ethical Standards for Public Officials and 
Employees”)

16. a. Does the LGU determine which processes or transactions 
constitute frontline service?

b. Does the LGU undertake reengineering of its transaction 
systems and procedures, including time and motion studies, 
if necessary?

c. Does the LGU set up their respective service standards to 
be known as the Citizens’ charter? (Section 1, Rule III, 
Implementing Rules and Regulations, RA 9485, “Anti-Red 
Tape Act of 2007”)

17. Does the L G U ’ s  reengineering process include a review for 
purposes of streamlining the following:
a. Steps in providing the service?
b. Forms used?
c. Requirements?
d. Processing time? and

e. Fees and charges? (Section 2, Rule III, Implementing Rules and 
Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

18. Does the LGU review the location of the offices providing 
frontline services and put in place directional signs to facilitate 
transactions? (Section 2, Rule III, Implementing Rules and 
Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

19. Are the stakeholders, users, and beneficiaries of the frontline 
services taken into consideration in the preparation of the 
Citizens’ Charter? (Section 3, Rule IV, Implementing Rules and 
Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

20. Is the L G U ’ s Citizens’ Charter in the form of information 
billboards and published materials written in English, Filipino, or 
in the local dialect? (Section 2, Rule IV, Implementing Rules and 
Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

21. Is the Citizens’ Charter posted at the office’s main entrance or at the 
most conspicuous place? (Section 2, Rule IV, Implementing Rules 
and Regulations, RA 9485, “Anti-Red Tape Act of 2007”)
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QUESTIONS YES NO Cite Reference 
Documents

22. Does the Citizens’ Charter include the following information:
a. Vision and mission of the LGU?
b. Identification of the frontline services offered, and the clientele?
c. The step-by-step procedure to obtain a particular service?
d. The officer or employee responsible for each step?
e. The maximum time to conclude the process?
f. Document/s to be presented by the client, with a  clear indication 

of the relevance of said document/s?
g. The amount of fees, if necessary?
h. The procedure for filing complaints in relation to requests 

and applications, including the names and contact details of the 
officials/channels to approach for redress?

i. Allowable period for extension due to unusual circumstances; 
e.g. unforeseen events beyond the control of government office 
or agency concerned?

j. Feedback mechanisms, contact numbers to call and/or persons 
to approach for recommendations, inquiries, suggestions, as 
well as complaints? (Section 1, Rule IV, Implementing Rules and 
Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

23. Is the implementation of the LGU’s Citizens’ Charter continually 
monitored and periodically reviewed? (Section 3, Rule IVI, 
Implementing Rules and Regulations, RA 9485, “Anti-Red Tape 
Act of 2007”)

24. Are all the transactions and processes made with the permission or 
clearance from the LCE? (Section 1, Rule V, Implementing Rules 
and Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

25. Does the LGU adopt working schedules to ensure that  a l l  clients 
who are within the premises prior to the end of official working 
hours are attended to and served even during lunch break and 
after regular working hours? (Section 3, Rule VI, Implementing 
Rules and Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

26. Does the LCE adopt appropriate mechanisms to ensure the 
uninterrupted delivery of frontline services? (Section 3, Rule VI, 
Implementing Rules and Regulations, RA 9485, “Anti-Red Tape 
Act of 2007”)

27. Are all officers and employees transacting with the public provided 
with an official identification card which should be worn during 
office hours? (Section 4, Rule VI, Implementing Rules and 
Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

28. a. Does the LGU have a public assistance/complaints desk in all 
their offices?
b. Is there an officer or employee knowledgeable on frontline 

services who is at all times available for consultation and advice?
c. Is the desk attended to even during break time? (Section 5, Rule 

VI, Implementing Rules and Regulations, RA 9485, “Anti-Red 
Tape Act of 2007”)

29. Does the LGU institute mechanisms by which clients may 
adequately express their complaints, comments or suggestions 
such as hotline numbers, short message service or information and 
communication technology? (Section 5, Rule VI, Implementing 
Rules and Regulations, RA 9485, “Anti-Red Tape Act of 2007”)

30.  Does the responsible officer or employee acknowledge receipt of 
written applications, requests, and/or documents being submitted 
by clients? (Section 2, Rule VI, Implementing Rules and 
Regulations, RA 9485, “Anti-Red Tape Act of 2007”)
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QUESTIONS YES NO Cite Reference 
Documents

31.  Does the acknowledgement indicate, by writing or printing clearly 
thereon, the name of the receiving officer or employee, the unit 
where he/she is connected with, and the time and date of receipt? 
(Section 2, Rule VI, Implementing Rules and Regulations, RA 
9485, “Anti-Red Tape Act of 2007”)

32.  Is the prescribed period to act upon all applications and/or requests 
not longer than five (5) working days (in the case of simple 
transactions) and ten (10) working days (in the case of complex 
transactions) from the time the same was received? (Section 2 (4), 
Rule VI, Implementing Rules and Regulations, RA 9485, “Anti- 
Red Tape Act of 2007”)

33. Are all applications and/or requests in frontline services acted 
upon within the period prescribed under the Citizens’ Charter? 
(Section 2 (4), Rule VI, Implementing Rules and Regulations, RA 
9485, “Anti-Red Tape Act of 2007”)

34. Does the LGU keep and preserve a logbook in which shall be 
recorded in chronological order, all final official acts, decisions, 
transactions or contracts, pertaining to the agency/ organization? 
(Sec. 52, Chapter 11, Book IV, EO 292, “Administrative Code of 
1987”)
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Section V – Monitoring

OBJECTIVES:

a.	 To obtain sufficient knowledge/information on how management ensures that controls are operating as intended 
and that they are modified appropriately for changes in conditions through ongoing monitoring activities, separate 
evaluations, or a combination of both; and

b.	 To identify and document the LGU’s monitoring process.

These questions involve the LGU’s activities taken to assess the achievement of control objectives and the quality of internal 
control system performance.

QUESTIONS YES NO Cite Reference 
Documents

1.	
a.	 Does the LGU ensure that controls are operating as intended and 

that they are modified appropriately for changes in conditions?
b.	 If yes, is it accomplished through ongoing monitoring activities, 

separate evaluations or a combination of both? [DBM Circular 
Letter No. 2008-8, the 23 October 2008, “National Guidelines on 
Internal Control Systems (NGICS),” p. 37 and 2.5 Monitoring, 
International Organization of Supreme Audit Institutions 
(INTOSAI), the “Guidelines for Internal Control Standards for the 
Public Sector,” p.41]

c.	 Monitoring, International Organization of Supreme Audit 
Institutions (INTOSAI), the 16 October 2004, “Guidelines for 
Internal Control Standards for the Public Sector,” p. 41]

2.	
a.	 Does the ongoing monitoring of internal control occur in the 

course of the normal, recurring operations of the LGU?
b.	 Is the ongoing monitoring: 

i.	 performed continually and on a real-time basis?
i.	 ingrained in the LGU’s operations? [DBM Circular Letter 

No. 2008-8, 23 October 2008, the “National Guidelines on 
Internal Control Systems (NGICS),” p. 37 and 2.5 Monitoring, 
International Organization of Supreme Audit Institutions 
(INTOSAI), the “Guidelines for internal Control Standards 
for the Public Sector,” p. 41] 
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Annex 4. Example of Flowchart
Diagrams and Flowcharts of Internal Audit Process: 

Flowcharting Symbols
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Annex 5. Types of Sampling

Sampling

Sampling is a scientific method of selecting the transactions to be subjected to audit. It promotes efficiency and economy 
in the audit process. Sampling allows the auditor to test less than 100% of the population to form audit findings. The 
assumption is that the sample selected is representative of the population.

There are various sampling methods available. The main types of sampling methods available to the auditor are as follows:

1. Systematic Sampling

Systematic sampling is a statistical method involving the selection of elements from an ordered sampling frame. 
The most common form of systematic sampling is an equal-probability method, in which every Kth element in the frame 
is selected, where k, the sampling interval (sometimes known as the ‘skip’), is calculated as: sample size (n) = population 
size (N)/k.

This involves selecting every nth item in the population. The interval is derived by dividing the population number by 
the sample size. A random starting point is selected. Technically, it is a practical approach that approximates the random 
sample.

The auditor must ensure that the chosen sampling interval does not hide a pattern. Any pattern would threaten 
randomness. A random starting point must also be selected.

Systematic sampling is to be applied only if the given population is logically homogeneous, because systematic 
sample units are uniformly distributed over the population.

For example, if you determined that your sampling interval is 50 and your starting point is number 1, every 50th sampling 
unit is selected to form part of the sample.

2. Statistical Sampling

This type of sampling involves defining the population and related confidence intervals. Based on these assumptions, 
a sample size is determined and the results of testing can be reasonably extrapolated to the overall population, thus, a 
quantifiable conclusion can be drawn (e.g., we are 95% confident that the true value of the accounts receivable balance 
is between X and Y).

There are several things that the IA should be aware of when using statistical sampling. Some of them are indicated 
hereunder.

•	 Use statistical sampling only when necessary to satisfy an objective.
•	 The IA must be able to define and know the characteristics of the population in order to effectively use statistical 

sampling in testing.
•	 The IA must ensure that every item in the population has an equal chance of being selected as part of the sample.
•	 The IA must ensure that the population does not have manipulated patterns in it that would affect the randomness 

of selection.
•	 Use an error rate that is reasonable.
•	 If there are defined striations of data within the population, stratify it and sample from within the striations.

In general, there are some basic steps that are common to the statistical testing process, to wit:

•	 Determine the objectives of the test; Define the population;
•	 Define acceptable levels of sampling risk (e.g. 5%, 10%, etc.);
•	 Calculate the sample size using tables, formulae, or software applications; Select the sampling approach (e.g. 

random, stratification, etc.);
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•	 Pull the actual sample and evaluate; and
•	 Document the sample results and approach.

The size of the sample will generally be impacted by the sample size (the larger the population, the larger the sample is 
likely to be), the acceptance risk (the smaller the accepted risk, the larger the sample will likely be), and the population 
variability (the more dispersed or variable the population is, the larger the sample will likely be).

3. Non-statistical Sampling

Judgemental sampling - This type of sampling involves the selection by the auditor of items for his/her sample based on 
some types of methodology in an attempt to select items that exhibit some types of features. This method purposefully 
biases the sample, thus, the results of the testing cannot be extrapolated to the larger population.

a.	 Random Sampling

This is a selection procedure whereby each item in the population has a known and equal chance of being 
selected. Random number tables or certain computer software may be used to generate a random sample. Following ISO 
24153:2009, random sampling and randomization procedures may also be used. Several methods are provided, including 
approaches based on mechanical devices, tables of random numbers, and portable computer algorithms.

b.	 Simple Random Sampling

Under this method, the sample is a subset of individuals/transactions (a sample) chosen from a larger set (a population). 
Each individual/transaction is chosen randomly and entirely by chance, such that each individual/transaction has the 
same probability of being chosen at any stage during the sampling process, and each subset has the same probability of 
being chosen for the sample as any other subset.

Conceptually, simple random sampling is the simplest of the probability sampling techniques. It requires a complete 
sampling frame, which may not be available or feasible to construct for large populations. Even if a complete 
frame is available, more efficient methods may be possible if other useful information is available about the units in the 
population.

Its advantages include its being free of classification error, and it requires minimum advanced knowledge of the population 
other than the frame. Its simplicity also makes interpretation of data collected relatively easy. For these reasons, simple 
random sampling best suits situations where not much information is available about the population and data collection 
can be efficiently conducted on randomly distributed items, or where the cost of sampling is small enough to make 
efficiency less important than simplicity. If these conditions are not true, stratified sampling or cluster sampling may be 
a better choice.

c.	 Stratified Sampling

In statistics, stratified sampling is a method of sampling from a population. When subpopulations vary considerably, 
it is advantageous to sample each subpopulation (stratum) independently. Stratification is the process of grouping 
members of the population into relatively homogeneous subgroups before sampling. The strata should be mutually 
exclusive: every element in the population must be assigned to only one stratum. The strata should also be collectively 
exhaustive: no population element can be excluded. After which, random or systematic sampling is applied within each 
stratum. This often improves the representativeness of the sample by reducing sampling error. It can produce a weighted 
mean that has less variability than the arithmetic mean of a simple random sample of the population.

Stratified sampling strategies involve:

i.	 Proportionate allocation which uses a sampling fraction in each of the strata that is proportional to that 
of the total population. If the population consists of 60% in the male stratum and 40% in the female stratum, the 
relative size of the two samples (e.g., three males, two females) should reflect this proportion.

ii.	 Optimum allocation (or Disproportionate allocation) - Each stratum is proportionate to the standard deviation 
of the distribution of the variable. Larger samples are taken from the strata with the greatest variability to 
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generate the least possible sampling variance.

A real world example of using stratified sampling would be for a Philippine political survey. If the respondents 
needed to reflect the diversity of the population of the Philippines, the researcher would specifically seek to 
include participants from the various groups such as tribe, religion, gender and income level, based on their 
proportionality to the total population as mentioned above. A stratified survey could thus claim to be more 
representative of the population than a survey of simple random sampling or systematic sampling.

Similarly, if population density varies greatly within a region, stratified sampling will ensure that estimates can 
be made with equal accuracy in different parts of the region, and those comparisons of sub-regions can be made 
with equal statistical power. For example, in the Visayas, a survey taken throughout the island might use a larger 
sampling fraction in the less populated north, since the disparity in population between the north and the south 
may be so great that a sampling fraction based on the provincial sample as a whole might result in the collection 
of only a handful of data from the north.

Randomized stratification can also be used to improve population representativeness in a study.

Advantages Over Other Sampling Methods

a.	 Focuses on important subpopulations and ignores irrelevant ones;
b.	 Allows use of different sampling techniques for different subpopulations;
c.	 Improves the accuracy/efficiency of estimation; and
d.	 Permits greater balancing of the statistical power of tests of differences between each stratum by sampling equal 

numbers from the stratum varying widely in size.

Disadvantages

a.	 Requires selection of relevant stratification variables which can be difficult;
b.	 Is not useful when there are no homogeneous subgroups;
c.	 Can be expensive to implement; and
d.	 Requires accurate information about the population or introduces bias as a result of either measurement 

error/s (effects of which can be modelled by the errors-in-variables model) or selection bias.

4. Practical Example

In general, the size of the sample in each stratum is taken in proportion to the size of the stratum. This is called proportional 
allocation.

Suppose that in an organization, the staff is composed of the following:

male, full time: 90

male, part time: 18
female, full time: 9
female, part time: 63

Total: 180
A sample of 40 staff, stratified according to the above categories, may be taken.

The first step is to find the total number of staff (180) and calculate the percentage in each group.

% male, full time = (90 / 180) x 100 = 50%

% male, part time = (18 / 180 ) x 100 = 10%
% female, full time = (9 / 180 ) x 100 = 5%
% female, part time = (63 / 180) x 100 = 35%

This tells us that in our sample of 40;
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50% should be male, full time;
10% should be male, part time;
5% should be female, full time; and
35% should be female, part time.

Compute the absolute number of samples based on the percentage per staff allocation in each group.

50% of 40 is 20.
10% of 40 is 4.
5% of 40 is 2.
35% of 40 is 14.

The following references on sampling may be used:

a.	 Philippine Standard on Auditing (PSA) 530 on “Audit Sampling and Other Selective Testing Procedures” 
– It established standards and provides guidance on the use of audit sampling procedures and other means of 
selecting items for testing to gather audit evidence;

b.	 United States Government Accounting Office (US GAO) GAO/PEMD-10.1.6, “Using Statistical Sampling” – 
The purpose of the series is to provide GAO evaluators with guides on various aspects of audit and evaluation 
methodology, to illustrate applications, and to indicate where more detailed information is available; and

c.	 United Nations Internal Audit Division Audit Manual – In the choice of sampling method and technique, if 
the auditor is seeking to determine how many cases or how much (the amount) of something exists, the 
IA should use a statistical sampling method. If on the other hand, the auditor wants to determine whether a 
problem exists, the IA should use non-statistical sampling.

Source: PGIAM
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Annex 6. Frequently-Asked Questions

1.	 Is it necessary to follow the Manual step by step, for instance, prepare the strategic plan, annual 
work plan, audit engagement plan before executing internal audit of the auditable area? 

ANSWER: The Manual provides the steps to be undertaken to complete an internal audit cycle, which ideally 
should be observed in all cases. However, it is recognized that for the internal audit function to gain more 
support in the local government units (LGUs), newly-established Internal Audit Services/Units (IAS/Us) must 
be able to quickly demonstrate the benefits of having a functional IAS/U. On the other hand, embarking on 
a full scale audit cycle may take a long time, thus, dissuade the LGUs from supporting and strengthening the 
IAS/U. 

The challenge, therefore, is in striking a balance between being able to comply with all the steps provided in the 
Manual and being able to deliver quick results. To enable the newly-established IAS/Us to strike this balance, 
they may opt to focus on specific auditable areas, as prioritized by the Local Chief Executive (LCE), instead of 
covering the LGUs’ entire internal control system. The IAS/U may then proceed to carry out the steps outlined 
in this Manual but on a scaled-down or more simplified manner.

2.	 Is the IAS/U in the LGU directly under the Accountant or the Local Chief Executive (LCE) and can 
it be integrated into the existing Accounting Office?

ANSWER: The IAS/U is directly under the LCE. Moreover, the IAS/U cannot be under the Office of the Local 
Accountant because the latter functions as part of regular operations while the IAS/U should be detached from 
the regular operations.

Section 474 of the Local Government Code of 1991 (LGC) states that the accountant shall take charge of 
both accounting and internal audit services of the LGU and shall install, maintain an internal audit system 
in the LGU concerned. On the other hand, Section 76 of the LGC provides that every LGU shall design 
and implement its own organizational structure and staffing pattern taking into consideration its service 
requirements and financial capability, subject to the minimum standards and guidelines prescribed by the 
Civil Service Commission (CSC).

However, Administrative Order (AO) No. 278 dated April 28, 1992 “Directing the Strengthening of the Internal 
Control Systems of Government Offices, Agencies, Government-Owned and/or Controlled Corporations, 
Including Government Financial Institutions and Local Government Units, in their Operations” provides that 
the IAS shall be detached from all functions of routine operating character. The nature of the functions of the 
accountant is of a routine and operating character, therefore, IAS should not be under the Accountant. Corollary, 
Budget Circular No. 2004-4 dated March 22, 2004 on the “Guidelines on the Organization and Staffing of 
Internal Auditing Units (IAUs)” provides that the LGUs shall determine their own staffing modifications that 
the establishment of IAS/U will require, subject to the approval of the Sanggunian.

3.	 Can the LCE assign policy formulation to the IAS/U and can the Sanggunian of the LGU ask for a 
copy of the Internal Audit Report?

ANSWER: No. Policy formulation is a function of the Sanggunian and LCE. However, results of internal audit 
may point out findings which may serve as a basis/guide for formulating policy that can be used by the LCE 
and Sanggunian. If the Sanggunian is the subject of the internal audit then it may ask for a copy of the internal 
audit report as reference in the exit conference, provided, the same pertains only to the result of internal audit 
in the Sanggunian. In cases of Internal Audit Reports that pertain to other offices, they can be provided with 
the said reports, subject to approval of the LCE.
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4.	 The Internal Audit Manual (IAM) states that internal audit is a separate component of internal 
control, yet it also states that it is an integral part of internal control, are these two statements 
contradictory? 

ANSWER: No. Internal audit is an integral part of internal control because it is instituted to provide 
independent objective assessment of whether internal controls are well designed and properly operated. As 
such, it is separate from the 5 interrelated components of internal control — (i) control environment; (ii) risk 
assessment; (iii) control activities; (iv) information; and (v) communication and monitoring. 

5.	 Is the creation of positions to staff the IAS/U subject to PS Limitation? 

ANSWER: Yes, because IAS/U positions are not among those mandatory positions wherein the PS limitation 
is waived pursuant to the provisions of the General Appropriations Act. 

6.	 Is it necessary to adopt internal control first before an LGU can establish Internal Audit? 

ANSWER: Yes. From the definition of internal control and internal audit, the latter will assess the adequacy 
and effectiveness in the implementation of internal controls. Therefore, internal audit comes later. 

7.	 If the IAS/U will be created in the LGU, will it be separate and distinct from the Commission on 
Audit (COA) Resident Auditor? 

ANSWER: Yes, Internal Audit Service is created by the LGU with functions that are inherent to be internal. 
The Internal Auditor reports directly to the Local Chief Executive. On the other hand, the Resident Auditor is 
a personnel of the COA who does the external audit and is not administratively under the LCE.

8.	 Can the LCE be compelled to install IAS/U? 

ANSWER: Yes. Administrative Order (AO) No. 70 dated April 14, 2003 mandates all heads of government 
agencies, GOCCs, GPIs, SUCs and LGUs to immediately organize an IAS in their respective offices, which shall 
function in accordance with the policies established by the provisions of RA No. 3456, as amended by RA No. 
4177. 

9.	 Can the internal auditor in a municipality/city conduct an internal audit in barangays? 

ANSWER: No. Barangays are autonomous and not under the direct administrative control of the municipality/ 
city. 

10.	 What is the minimum qualification for an Internal Auditor? 

ANSWER: CSC MC No. 12 s. 2006 provides the minimum qualifications for an Internal Auditor, however, in 
selecting the necessary skills, competence and character, the guide as described in Part 2.5.3 of this Manual 
must be considered. 

11.	 How is the performance of an Internal Auditor measured? 

ANSWER: Since LGUs are already adopting the use of Strategic Performance Management System (SPMS) as 
a tool in performance assessment, the Internal Auditor will be rated based on Office/Individual Performance 
Commitment and Review (O/IPCR). 



INTERNAL AUDIT MANUAL FOR LOCAL GOVERNMENT UNITS

139

12.	 What will be the status of employment of the Head of IAS/U? 

ANSWER: Internal audit function is a continuing activity, hence, the Head of IAS/U must have a permanent 
appointment, subject to CSC rules and regulations.

13.	 With the active participation of CSOs in the budgeting process of LGUs, should a copy of the 
Internal Audit Report be made available to them anytime to promote transparency? 

ANSWER: Internal Audit Report is primarily for internal use of the LGU Management only. However, 
furnishing the report or parts thereof to external stakeholders as part of transparency and to promote citizen 
participation is subject to the discretion of the LCE. 

14.	 For LGUs that already exceeded the PS Limitation what are the options available for the creation 
of IAS/U? 

ANSWER: LGUs may resort to full time designation of permanent employees from other units/departments 
to the IAS/U until such time that the PS Limitation is no longer exceeded. 
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Annex 7. Glossary 

Accountability

The obligation of an individual or institution to account for its activities, accepts responsibility 
for them, and disclose the results in a transparent manner.

Annual Work Plan

It contains the coverage of the audit for a given calendar year and approved by the LCE. The plan 
should outline the deficiencies in internal control and vulnerability being addressed, audit title, 
specific audit area, type of audit, summary description of the audit, expected benefit, priority 
and resources to be used, estimated duration and cost, and proposed timing of the audit, among 
others.

Auditee

An organization (or part of an organization) that is being audited as represented by the 
department/division/section/unit head. 

Computer Assisted Audit Techniques and Tools

Computer tools and techniques in performing various auditing procedures and improving the 
effectiveness and efficiency of obtaining and evaluating audit evidence. It provides effective tests 
of controls and substantive procedures where a wide range of techniques and tools are used to 
automate the test procedures for evaluating controls, obtaining evidence and data analysis.

Compliance Audit

Review of the degree of adherence with laws, regulations, managerial policies and operating 
procedures of government, including compliance with accountability measures and ethical 
standards and contractual obligations. It is a necessary first step to, and part of management 
and operations audits.

External Stakeholders

The persons, organizations and other service groups that are outside a specific public service 
sector but may have an interest and can influence the achievement of the sectoral goals of the 
agency concerned. External stakeholders must always deal with the principal (LCE) and not 
directly with the IAS/U

Expert

Person who is knowledgeable in a specialized field, that knowledge being obtained from either 
education or personal experience. He/she is one who by reason of education or special experience 
has knowledge respecting a subject matter about which persons having no particular training 
are incapable of forming an accurate opinion or making a correct deduction.
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Four Cs in Audit Findings. Stands for criteria, condition, cause and conclusion.

•	 Criteria are the standards against which a condition is compared; standards can be laws, 
rules, regulations, policies, orders, guidelines, procedures, plans, targets, best practices, etc.

•	 Condition is a fact, backed up by a substantial evidence (includes consequence, effects or 
impact); this is also referred to as the “finding of facts” which is defined as the written 
statement of the ultimate facts essential to support the audit findings.

•	 Cause refers to the probable cause, in case of compliance audit; or root cause, in case of 
management audit or operations audit. Relatedly, a finding of probable cause needs only 
to rest on evidence showing that more likely than not the act/s or omission/s of the person 
responsible had caused the non-compliance which may warrant the conduct of administrative 
proceeding by the disciplining authority. Root cause is a structured investigation that aims 
to identify the true cause of the control weaknesses or incidences and the actions necessary 
to eliminate it.

•	 Conclusion is the evaluation of the criteria and the conditions that could either result 
in compliance or non-compliance with laws, regulations and policies, as supported by 
substantial evidence; control effectiveness; determination of adequacy or inadequacy of 
controls; determination of the efficiency, effectiveness, ethicality, and economy of agency 
operations; this is also referred to as the “conclusion of facts” which is defined as an inference 
drawn from the subordinate or evidentiary facts.

Four Es of Operations. Stands for efficient, effective, economical and ethical.

•	 Efficient refers to “doing things right” given the available resources/inputs and within a 
specified timeframe. This is about delivering a given quantity and quality of outputs with 
minimum inputs or maximizing outputs with a given quantity and quality of inputs.

•	 Effective refers to “doing the right things”. Effective operations mean that operating units 
are able to deliver their major final outputs and outcomes and able to achieve the expected 
results and contribute to the achievement of the sectoral and societal goals.

•	 Economical refers to the performance of functions and tasks using the least amount of 
resources/inputs within a specific timeframe. It implies that the resources/inputs should be 
acquired at the right cost, at the right time, at the right place, in the right quantity and of the 
right quality.

•	 Ethical refers to conformity with the norms of conduct and ethical standards as contained 
in RA 6713, otherwise known as the “Code of Conduct and Ethical Standards for Public 
Officials and Employees”.
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Head of Internal Audit

The highest official in the Internal Audit Service of an LGU. He/she has overall responsibility for 
auditing the LGU, managing the entire audit cycle and a team of internal auditors, and ensuring 
the quality of audit products produced by the team.

Internal Audit

The evaluation of management control and operations performance and the determination of the 
degree of compliance with laws, regulations, managerial policies, and contractual obligations. 
It is the appraisal of the plan of organization and all the coordinate methods and measures to 
recommend courses of action on all matters relating to management control and operations 
audit.

Internal Stakeholders

These are the individuals and groups that can affect and be affected by the LGU’s operation 
within a particular public service sector. These include those within the sector (e.g., Civil Service 
Commission, Office of the Ombudsman, Presidential Anti-Graft Commission, and relevant 
professional bodies; other review and oversight bodies). In terms of relationship, the IAS/U 
basically coordinates with internal stakeholders and collaborates with external stakeholders.

Management Audit

The separate evaluation of the effectiveness of the internal controls adapted in the operating and 
support services units/systems, whether it achieves the control objective over a specific date or 
period of time. It is a review and appraisal of systems and processes, organizational structure 
and staffing, operations and management practices, records, reports and performance standards 
of the agencies/units covered. It includes the determination of the extent of compliance with 
laws, rules, regulations, managerial policies, operating procedures, accountability measures 
and contractual obligations covering specific timeframes. Examples of support services systems 
are human resource management system, financial management system, quality management 
system, risk management system, and their sub-system; while operating systems of bureaus, 
regional offices and local government units include, among others, the rules of engagement in 
the conduct of arrest, search and seizure, and rules on vaccination and immunization.

Management Audit Division

This is one of the two divisions forming part of the IAS/U in departments and equivalent 
agencies. It is responsible for, among other functions, conducting a separate evaluation of the 
effectiveness of the internal controls adapted in the operating and support services systems. It 
conducts an appraisal and review of management controls of the operating or support units to 
determine if the control objectives are being achieved, conducts root cause analysis in case the 
controls are weak, and recommends courses of action to address the control weaknesses.
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Management Monitoring

The plethora of measures taken by management to ensure that internal control systems are 
operating as intended (see paragraph 3.5 of the NGICS). Ongoing monitoring occurs in the 
course of operations. It is performed regularly on a real time basis, responds dynamically to 
changing conditions and is embedded in an LGU’s operations.

Operations Audit

The separate evaluation of the outcome, output, process and input to determine whether 
government operations, including management and personnel structure in programs/projects 
are effective, efficient, ethical and economical. Operations audit of organizations, programs, 
and projects involves an evaluation of whether or not expected results were achieved and targets 
were attained.

Operations Audit Division

This is one of the two divisions forming part of the IAS/U in departments and equivalent 
agencies. It is responsible for conducting a separate evaluation of the outcome, output, process 
and input to determine whether government operations, including management and personnel 
structure in programs/projects are effective, efficient, ethical and economical.

Performance Indicator

Performance measures reflecting the central importance of evidence and information to support 
performance results. It is important that the key performance indicators for internal audit are 
aligned with the Strategic and Annual Internal Audit Plans.

Philippine Government Internal Audit Manual

The documentation of the standards and procedures for conducting management and operations 
audits. It serves as a friendly tool to internal auditors in appraising the internal control systems of 
the public entities (agencies). It provides details on the nature and scope of internal audit in the 
Philippine public sector, including the institutional arrangements of the internal audit function, 
as well as the protocols and processes for the conduct of internal audit. The PGIAM is divided 
into two parts. Part I - Guidelines (PGIAM I) outlines the basic concepts and principles of 
internal audit, and the policies and standards that will guide government agencies in organizing, 
managing, and conducting an effective internal audit. Part II – Practices (PGIAM 2) contains 
tools, techniques, and approaches that will facilitate the conduct of internal audit activities
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Public Service Organizations These are classified into: (1) Public Entities; and (2) Private 
Entities Providing Public Services.

•	 Public Entities generally pertain to: (1) Agencies of Government, and (2) Public Offices. 
Agencies of Government refer to any of the various units of government, including a 
department, bureau, office, instrumentality, or government-owned and/or -controlled 
corporation, or a local government or distinct unit therein.

•	 Private Entities providing public services, as mandated and authorized by law, include: 
(1) Utility and Service Providers; (2) Withholding Tax Agents; (3) Procurement 
Observers; (4) Private Contractors; and (5) Volunteers.

Qualifications Standards

Minimum and basic requirements for positions in the government. These shall serve as the 
basic guide in the selection of personnel and in the evaluation of appointments to all positions 
in the government.

Related Audit Services

Related activities such as being a resource person (e.g. attending to functions outside the 
organization) for external organizations like the COA, Office of the Ombudsman, the oversight 
or regulatory bodies and financing institutions; training of IAS/U staff, and intervening activities 
or tasks that may be assigned to the IAS/U.

Report Card Survey

An evaluation tool that provides a quantitative measure of actual public service user perceptions 
on the quality, efficiency and adequacy of different frontline services, as well as a critical 
evaluation of the office or agency and its personnel. It is an instrument that also solicits user 
feedback on the performance of public services for the purpose of exacting public accountability 
and, when necessary, proposing change.

Risk Assessment

The process of identifying, analyzing and evaluating relevant risks to the achievement of 
the control objectives and determining the appropriate response. In other words, it is the 
identification, analysis and evaluation of what could go wrong and how to address it.

Risk Management

The coordinated activities to direct and control an organization with regard to risks. It is not a 
stand-alone activity that is separate from the main activities and processes of the organization. 
Risk management is part of the responsibilities of management and an integral part of all 
organizational processes.
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Root Cause Analysis

A method that is used to address a deficiency in order to get the “root cause” of the problem. 
It is used in order to correct or eliminate the cause and prevent the problem from recurring. It 
attempts to identify the root or original causes instead of dealing with the immediately obvious 
symptoms. It is a structured review and evaluation that aims to identify the true cause of the 
deficiency and the courses of action necessary to address it. RCA is continuing to ask why the 
control deficiency occurred until the fundamental process element that failed is identified.

Separate Evaluation

Covers the periodic evaluation of the effectiveness of the internal control system and ensuring 
that internal controls achieve the desired results based on predefined methods and procedures. 
It includes the appraisal of the internal control system to determine whether controls are 
well designed and properly operated. In the conduct of separate evaluation, the IAS/U shall 
determine the extent of compliance and assess the adequacy of controls embedded in functional 
and operating systems/units, as well as evaluate the performance of programs, projects and 
activities of the agency.

Stakeholder

A person or organization that can affect, be affected by, or perceive themselves to be affected by 
a decision or activity. The IAS/U relates with both internal and external stakeholders.

Strategic Plan

An internal audit strategic plan outlines the broad strategic direction of internal audit over the 
medium term (i.e., three years) and provides an important basis for managerial policies from 
the LCE and the detailed internal audit annual work plan. It is approved by the LCE.

It should articulate the primary focus and direction of the internal audit function over the 
period covered by the plan; outline the objectives to be achieved in the period, and identify the 
key management strategies (i.e., plans and programs) and actions that will be needed to achieve 
these objectives.
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