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Internal Review Planning Guidance
4-1.  Introduction.  Each Army Internal Review (IR) organization shall develop and maintain an annual IR Plan containing the projected workload for the IR staff.  The plan has many other uses, including the following:

· A document to support budget requests.

· A way of involving management, and obtaining their commitment, in the IR planning process.

· A mechanism to report accomplishments.

· A visible sign to management that IR resources are focused on their needs.

The following sections:  (i) discuss how to develop an annual IR plan, (ii) integrate the annual IR planning process with the command risk management program, (iii) suggest a format for what the IR plan should look like, and (iv) discuss approval and dissemination of the IR plan.

4-2.  Developing the IR Plan.
a.  Development of the IR Plan should be accomplished in concert with the command’s Management Control Process (MCP) as well as the command’s risk management program.  The focus of the IR Plan will be directed towards high risk areas identified through the MCP or other command risk management initiatives.  

b.  In commands and organizations where an audit or oversight committee has been established, the IR Director will conduct the activities identified below but will provide an analysis of results to the committee.  The committee will work with the IR Director and other oversight elements to ensure that high-risk areas are adequately covered each year.  These other oversight elements may include the local Inspector General; other functional inspectors (i.e. Command Logistics Review Team); safety and environmental elements who conduct functional risk assessments for the command; and management teams chartered to solve known problems, implement new systems/processes, or other similar command elements.

c.  IR directors should obtain input from their customers, that is, their commander, deputy commander, chief of staff, senior management, fellow directors, subordinate commanders, commanders or directors of tenant activities, etc.  The IR director should obtain this input using  method(s)  they feel will be the most successful in fostering  participation in developing the command’s IR plan.  Some of the more common methods are:  face-to-face meetings, telephone conversations, e-mail messages, and formal memorandums signed by the commander.






d.  When using the memorandum or message methods to solicit input from customers, the following basic elements should be included:

(1) Request customer submit known or perceived risks or problem areas for potential IR assistance.  Risks identified may or may not be the same as those reported to the audit/oversight committee or through the MCP program.

(2) Request that areas submitted be risk assessed and prioritized so that the most important problems/risks stand the best chance of receiving IR assistance.  Risk assessments may be based on:

(a) Potential for adversely affecting mission accomplishment

(b) Potential for loss of or minimize availability of resources (fraud, waste, abuse)

(c) Potential for adversely affecting employee or public safety

(d) Potential violation of law, policy or regulation

(e) Potential for creating adverse publicity

(f) Historical experience  



(3) Consider other sources, such as ideas from staff and other command meetings; knowledge of the mission functions; suggestions from the IR staff; higher headquarters requirements, external audit information; etc.



(4) Emphasize the Plan is a flexible and living document.  Customers may submit a request anytime during the year for unforeseen high priority problems.  c.  The plan will be issued annually and updated as necessary.  The IR Director should ensure that the commander and staff are periodically informed as to the status of the Plan.  It is recommended that the commander receive a status report at least quarterly. 

d.  Suggested format for requesting customer input is in Appendix A and the format for the development of the annual IR Plan is shown at Appendix B.

4-3.  Content of the IR Plan.   A transmittal memorandum should be used to forward the Plan to all customers.  It is recommended that the memorandum include the following:  the IR Mission, table of contents, and a reminder to customers that they can request IR services at anytime.  See example at Appendix A. 

a.  Sections 1 and 2, respectively, contain a listing of engagements and other IR services in progress and planned for a specified, future period of time determined by each IR organization.  Listed engagements will be broken down into type of service, i.e., assurance review  (AR);  consulting and advisory (CA); follow-up (FU); and other IR services which include external audit liaison and quality assurance (QA) visits.    

b.  Section 3 describes the planned engagements and other IR services listed in Section 2.  The following information should be provided for each engagement:  priority, engagement number, title, type of service, requester, and objective(s) or scope.  Other information, such as functional area/code, estimated  direct days required, anticipated start date, and functional point of contact, is optional.  Small IR offices may want to combine sections 2 and 3. 

c.  Section 4 is a listing of completed engagements for a specified period of time, determined again, by each IR organization.

d.  Section 5 is optional.  It is a listing of deferred engagements not listed in Sections 1 and 2.  IR offices should maintain a listing of deferred engagements even if it is not included in the IR Plan. 

Suggested formats for each section are at Appendix B.

4-4.  Approval and Distribution.
a.  The Plan will be approved by the commander or deputy commander, chief of staff, or, for National Guard IR Offices, jointly by the State Adjutant General and USPFO.   

b.  Once approved, it will be disseminated to all customers and the next higher headquarters.   Major command and HQDA Staff IR offices will provide via e-mail an information copy of their annual plan to the Army Director of Management Services and Internal Review.  Local distribution of the Plan should be accomplished by the most efficient and effective method, e.g., hard copy, e-mail, electronic bulletin boards, or command web or home pages.  If posted to electronic bulletin boards or web site, an e-mail will be disseminated to all customers advising them of the posting and providing a link to the site, if applicable.

APPENDIX A

                                            S:

Office Symbol  (11-7a)                            




Date

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  (Command) Internal Review (IR) Plan

1.  Army Internal Review  Offices are required to prepare plans that identify services scheduled to be performed over the next year.  The types of  review services are described in paragraph 5 of enclosure 1.  You can influence these plans by suggesting high-risk areas that may be susceptible to fraud or waste, have known or suspected problems, or have not been audited/reviewed/inspected recently.  Your assistance in identifying such areas will contribute to the successful accomplishment of the command’s missions, goals, and objectives.

2.  Your suggestions should be submitted no later than (date), using the enclosed format.  

3.  Please remember that the Annual IR Plan is a living document.  It is flexible and designed to meet your needs as they arise.  Therefore, please do not hesitate to request our assistance anytime.

4.  For additional information, contact (name, phone number, email address, office symbol).

FOR THE COMMANDER: (Optional)

Encl

                       
(Signature Block)

DISTRIBUTION:

APPENDIX A

REQUEST FOR IR  ASSISTANCE

1.  Short Descriptive Title or Subject:

2.  Basis/Rationale/Reason for Suggestion:

3.  Objective(s)/Scope (Optional):

4.  Anticipated Benefits (Optional):

5.  Type of Service Requested (Optional):

Assurance Review:  An assurance review is an objective examination of evidence for the purpose of providing an independent assessment on risk management, control, or governance processes for the organization.   Examples may include financial, performance, compliance, and systems security engagements.  Assurance reviews are accomplished in accordance with professional standards promulgated by The Institute of Internal Auditors, Inc. and seek to solve known or perceived problems, provide information in support of decision-making, or take advantage of opportunities to improve efficiency or effectiveness.    

    Consulting and Advisory Service (CA).  All non-audit services performed by the IR staff at the specific request of the commander or senior official of a serviced organization.

6.  Risk:  Using the criteria below, identify risk low (1) to high (5).

              CRITERIA                  



LOW     MED    HIGH

Mission/Readiness/Morale Impact     


NA   
1   
2   
3   
4   
5


Dollar Value Involved               


NA   
1   
2   
3   
4   
5

Potential for Fraud/Waste/Abuse 


NA   
1   
2   
3   
4   
5

Potential adverse impact on

Employee/public safety    


NA   
1   
2   
3   
4   
5

Potential violation of law, policy or regulation
NA   
1   
2   
3   
4   
5

History of Problems




NA   
1   
2   
3   
4   
5 Potential for Adverse Publicity    


NA   
1   
2   
3   
4   
5

7.  Other Comments or Remarks:

8.  Point(s) of Contact (Name, telephone number, e-mail of knowledgeable person(s) who can provide additional information on the request).

APPENDIX B

(Heading)

SUBJECT:  Internal Review Planning Memorandum 

Internal Review’s mission is to:

To support our command with in-house, state-of- the-art, reliable, timely, professional review and consulting services that promote improved risk management, internal control, and governance and, that fosters best business practices consistent with laws and regulations.

2.  To effectively execute our mission, we developed the enclosed Annual IR Plan. The contents of the plan are as follows:

                                                                                                                            Section


   
    Engagements In Progress







1

    Other IR Services In Progress






1

    Planned Engagements







2

    Other IR Services Planned







2

    Description of Planned Engagements





3

    Accomplishments








4

    Deferred Engagements (If Used)






5

3. Our services are available to you at anytime throughout the year.  Should an issue arise where we can be of assistance, please contact : (POC name, telephone numbers, email address, office symbol). 

                                                                                      SIGNATURE BLOCK

APPENDIX B

(NAME OF ORGANIZATION/COMMAND)

INTERNAL REVIEW (IR) PLAN

SECTION 1 – IN PROGRESS
                                                                                                               AS OF ( Date)    

ENGAGEMENTS










TYPE OF


NUMBER                     TITLE                  




SERVICE  *
XX-XXX

OTHER IR SERVICES 
-  EXTERNAL AUDITS (List by external audit

                    organization**)

  
-  QUALITY ASSURANCE (QA) REVIEWS

________________________________________

* ASSURANCE REVIEW (AR)

   CONSULTING AND ADVISORY SERVICES (CA)

   FOLLOW-UP (FU)

**  GAO 

      DODIG

      USAAA

      OTHER (SPECIFY)

APPENDIX B 

(NAME OF ORGANIZATION/COMMAND)

INTERNAL REVIEW (IR) PLAN

SECTION 2 - PLANNED
                                                                                                                     AS OF (Date)

ENGAGEMENTS











TYPE OF

PRIORITY                
 TITLE                    




SERVICE * 
1.

2.

3.

4.

(Etc.)

OTHER IR SERVICES 
-  EXTERNAL AUDITS (List by external audit organization**)

  
-  QUALITY ASSURANCE (QA) REVIEWS

________________________________________

*  ASSURANCE REVIEW (AR)

    CONSULTING AND ADVISORY SERVICES (CA)

    FOLLOW-UP (FU)

** GAO 

     DODIG

     USAAA

     OTHER (SPECIFY)

APPENDIX B

(NAME OF ORGANIZATION/COMMAND)

INTERNAL REVIEW (IR) PLAN

SECTION 3 - DESCRIPTION OF PLANNED ENGAGEMENTS
PRIORITY:





  ENGAGEMENT NO.:

TITLE:                            
  

TYPE OF SERVICE*:

REQUESTER:

RISK/OBJECTIVE/SCOPE:

(OPTIONAL DATA)

DODIG FUNCTIONAL AREA/CODE: 

ESTIMATED STAFF DAYS: 

ESTIMATED START DATE:

FUNCTIONAL POC:  NAME______________________PHONE____________

PRIORITY:

(SAME AS ABOVE)

________________________________________

* ASSURANCE REVIEW (AR)

   CONSULTING AND ADVISORY SERVICES (CA)

   FOLLOW-UP (FU)

APPENDIX B

(NAME OF ORGANIZATION/COMMAND)

INTERNAL REVIEW (IR) PLAN
SECTION 4 - ACCOMPLISHMENTS

(PERIOD) 

ENGAGEMENT








TYPE OF 

NUMBER          


TITLE      




SERVICE* 

BENEFITS REALIZED                                                                                            

        MONETARY ($$$)

        NON-MONETARY (e.g., improved readiness; improved management control; improved systems or processes; ensured compliance with laws, policies, regulations; developed a systemic management approach; validated existing processes; other [specify])

________________________________________

* ASSURANCE REVIEW (AR)

   CONSULTING AND ADVISORY SERVICES (CA)

   FOLLOW-UP (FU)

APPENDIX B

(NAME OF ORGANIZATION/COMMAND)

INTERNAL REVIEW (IR) PLAN

As of (Date)

SECTION 5 - DEFERRED ENGAGEMENTS 

TYPE OF
  STAFF

 

TITLE                    



SERVICE*    
    DAYS** 
 REQUESTER**   
(LIST IN PRIORITY ORDER UNNUMBERED)

________________________________________

* ASSURANCE REVIEW (AR)

   CONSULTING AND ADVISORY SERVICES (CA)

   FOLLOW-UP (FU)

** OPTIONAL
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