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	Step
	To do
	Done 

	1. Planning

	a- Understand the risk involved to the audited activity according the Risk matrix
	

	
	b- If the need arises, read the previous report on the activity and the branch, among other things to follow the recommendations. 
	

	
	c- Review the latest portfolio report. 
	

	
	d- Have a meeting with Program Director, Operational Director and Branch Manager to explain the Audit Program and the requested documents and availabilities. 
	

	
	e- Update the audit program if needed
	

	2. Auditing


	a- Perform tests as per audit program (see for each activity: loans, savings, insurances) and record you findings in Audit finding Sheets.
	

	
	b- Always keep the record printed from MBWin or the copied documentation you used for checking.
	

	
	c- Audit findings should be split up by Branch Officer
	

	
	d- Ensure your findings are correct with the staff
	

	
	e- Ensure you performed all the audit program
	

	3. Reporting


	a- Compile audit findings in Audit Report
	

	
	b- Discuss with the BM on the findings. 
	

	
	c- The report must include a part for the Branch management answers
	

	
	d- Present the report during a meeting with the General Director, the Operational Manager and the Branch Manager.  
	

	
	e- After the meeting of reporting, the report should be updated and send again. 
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