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Registration 

Each of the MACOM Internal Review (IR) offices has established a point-of-contact (POC) for training.  All subordinate IR offices are required to submit training requirements/requests to their MACOM POC.  If you are not sure whom to contact, please email Michelle Doyle at internal.review@hqda.army.mil for assistance.  

Our Registration Form is located on page 4 of this catalog.  Please complete it  (include your email address) and forward to your MACOM IR training POC.   All registration forms are due to this office 60 days prior to course start date.

Lodging Reservation

A single room will be reserved in students name starting on the day prior to course start date.  Each student must guarantee the reservation and is required to provide the hotel with credit card information three weeks prior to course start date.

Dress Code

Personnel may wear business casual attire while attending IR Training.  Specific information is provided on page 19.

NASBA Certification / CPE

The U. S. Army Audit Agency/Internal Review (USAAA/IR) training is certified by the National Association of State Boards of Accountancy (NASBA).  CPE is awarded upon completion of the entire Course.  Anyone not completing the entire course, to include early departure, will be provided his or her CPE certification upon receipt of a signed memorandum from the Chief, Internal Review or supervisor.

Additional Questions

 If you need assistance and cannot contact your MACOM training coordinator, please don’t hesitate to contact this office at internal.review@hqda.army.mil.
REQUEST FOR FY 04 USAAA/IR TRAINING

COURSE TITLE / DATE:









MACOM:












NAME:











SERIES/GRADE:



  

SSN:  


 (SSN is only needed for individuals attending Leadership Development and/or Fraud Auditing Courses.    SSN is needed to satisfy billeting requirements.  Failure to provide SSN may result in member being denied on post billeting).

ADDRESS:

 










TELEPHONE:  DSN:  



COMM:





FAX:

    DSN:  



COMM:





E-MAIL ADDRESS:










HOTEL REQUIREMENT: SINGLE (     )   DOUBLE  (      )    NOT NEEDED (     )

ARRIVAL / DEPARTURE DATE:








WILL YOU HAVE A RENTAL CAR?   YES _____  / NO _____

PLEASE FORWARD REGISTRATION FORM TO YOUR MACOM TRAINING COORDINATOR.  MACOMS, FORWARD ALL REGISTRATION FORMS TO SAFM-FOI,  

E-MAIL:  internal.review@hqda.army.mil
Privacy Act Statement

Authority:  The Government Employees Training Act of 1958 (USC, Title 5, 4101 to 4118), Executive Order 9397, November 1943 (SSN).

Purpose and Use:  The information on this form is used in the administration of the US Army Audit Agency / Internal Review Training Program.  The purpose of this form is to document the nomination of trainees and to secure billeting.  

Disclosure:  Personal information provided on this form is given on a voluntary basis.  Failure to provide this information, however, may result in ineligibility for participation in training programs.

FY 04 IR Training Program Schedule

As of 18 November 2003

	SCHOOL
	COURSE DATE
	LOCATION

	
	
	

	Audit Process - Basic Course 
	1-12 Dec 03
	Austin, TX

	
	TBD
	Columbus, OH

	
	TBD
	TBD

	
	
	

	Intermediate Auditor Tracks 
	23-27 Feb 04
	Austin, TX

	
	3-7 May 04
	Timonium, MD

	
	9-13 Aug 04
	San Antonio, TX

	
	
	

	Senior Auditor Tracks
	22-26 Mar 04
	Nashville, TN

	
	7-11 Jun 04
	San Antonio, TX

	
	12-16 Jul 04
	Scottsdale, AZ

	
	
	

	IR Chiefs Course
	29 Mar-2 Apr 04
	Kansas City, KS

	
	19-23 Jul 04
	St Louis, MO

	
	
	

	Leadership Development Course
	29 Mar-2 Apr 04


	Nashville, TN



	
	24-28 May 04
	March ARB , CA

	
	21-25 Jun 04
	March ARB, CA

	
	13-17 Sep 04
	Austin, TX

	
	
	

	Communications Skills Course
	26-30 Jan 04
	Alexandria, VA

	
	8-12 Mar 04
	Alexandria, VA

	
	5-9 Apr 04
	Alexandria, VA

	
	17-21 May 04
	Alexandria, VA

	
	
	

	Advanced Communications
	3-6 Feb 04
	Alexandria, VA

	
	3-6 Aug 04
	Alexandria, VA

	
	21-24 Sep 04
	Alexandria, VA

	
	
	

	Fraud Investigative Tools for Auditors
	2-6 Feb 04


	Hawaii



	
	15-19 Mar 04
	Nashville, TN

	
	14-18 Jun 04
	San Diego, CA

	
	
	

	Data Analysis:  Using CAATTs
	19-23 Apr 04*
	Alexandria, VA*

	
	26-30 Apr 04*
	Rock Island, IL*

	
	19-23 Jul 04
	Alexandria, VA

	
	
	


* Updated

FY 2004

Program Offerings

and Descriptions
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Registered with the National Association of State Boards of Accountancy as a sponsor of continuing professional education on the National Registry of CPE Sponsors.  State boards of accountancy have final authority on the acceptance of individual courses.  Complaints regarding sponsors may be addressed to NASBA, 150 Fourth Avenue North, Nashville, TN 37219-2417, 615-880-4200.     Sponsor I.D. 103270
AUDIT PROCESS - BASIC COURSE

Program Overview:  This course is geared to the duties and responsibilities of new Army auditors and outlines each phase of the audit process.  Auditors requiring this course should attend the course within 1-year after being hired/assigned.  This course is a prerequisite for Intermediate Auditor Tracks. 

Course Length:  2-weeks

CPE:  80 hours

Program Outline:  
· Nature of Internal Auditing

· Controls

· Audit Prep and Background

· Flowcharting

· Developing Objectives

· Survey & Audit Program

· Analytical Techniques

· Internet

· Statistical Sampling

· Assessing Reliability of Computer Generated Data

· Conferences/Briefings/Interview Techniques

· Problem Solving

· Go/No-go/IPR Briefings

· Work papers

· Audit Plans

· Quick Response Auditing

· Consulting and Advisory Services 

· Audit Benefits

· Liaison/Follow-up

· Semiannual Reporting

· Findings/Recommendations

· Audit Reporting

· Stress Awareness

INTERMEDIATE AUDITOR TRACKS

Program Overview:  This school focuses on planning and preparing work papers, developing/writing findings and recommendations, internal controls, and Yellow Book standards. There should be a 1-year interval between the Audit Process - Basic course and this course. This course is a prerequisite for the Senior Auditor School. 

Course Length:  1-week

CPE:  40 hours

Program Outline:  
· Work papers

· Basic Overview of Work Papers

· Requirements of Work Papers and Folders

· Elements of Work Papers

· Detailed Work Papers/Examples of Work Papers and Related Documents

· Cross-Referencing

· Findings
· Basic Overview of Findings
· Finding Process
· Elements of a Finding
· Writing a Finding
· Parts of a Finding
· Writing a Finding
· Statistical Sampling
SENIOR AUDITOR TRACKS

Program Overview:  This course covers the technical and managerial aspects of auditor-in-charge (AIC) responsibilities and provides detailed instruction on reviewing audit findings, marketing audit services, and personnel management.  There should be a 1-year interval between the Intermediate Auditor School and this course.  

Course Length:  1-week

CPE:  40 hours

Program Outline:  
· Marketing

· Incorporating the Official Army Position (IOAP)

· Developing the Audit Plan

· Work Paper Review/Independence Referencing

· Reviewing Findings

· Computer Assisted Techniques

· Laws Affecting Auditors

· Personnel Issues

· Risk Assessment and Trend Analysis

· Command Responses

· Monetary Benefits

INTERNAL REVIEW CHIEFS’ COURSE

Program Overview:  This course is designed for the new MACOM IR Chief; IR Chief’s with less than 1-year of experience; IR Chief’s with more than 1-year experience, as well as, our senior IR auditors.  Attendees will receive an information briefing from DA IR, as well as, instruction on the areas listed in the program outline below.  

Course Length:  1-week

CPE:  40 hours

Program Outline:  
· DA IR Perspectives

· Role of the IR Chief

· Planning IR Services

· Identifying and Reporting Benefits

· Semiannual Reporting

· Command Relations

· Personality Profiles

· Assurance Reviews

· Leadership

LEADERSHIP DEVELOPMENT COURSE

Program Overview:  This course is held jointly with Air Force Audit Agency and will focus primarily on the skills and knowledge required to build and lead audit teams.  

Course Length:  1-week

CPE:  40 hours

Program Outline:  
· Dimensions of Leadership

· Leadership Competencies

· Personal Development

· Time Management

· Stress Management

· Team Building

· Strategic Planning

· Marketing

· Leading Change

· Communication as a Leadership Tool

· Creating a Leadership Environment

· Self Leadership/Managing Oneself Through Effective Habits

COMMUNICATIONS SKILLS COURSE

Program Overview:  This course is designed for the GS-7/9 auditors to improve oral and written communication skills and to impart audit-specific writing techniques.  Interviewing and briefing techniques will be included as part of this course.  

Course Length:  4 ½ days

CPE:  36 hours

Program Outline:  
· LIFO Behavior Survey

· The Art of Communicating

· Listening Skills

· Dealing with Difficult People

· Interviewing Techniques

· Interest Based Communications

· Briefing Techniques

· Basic Writing Skills

· Organizational Writing Skills

ADVANCED COMMUNICATIONS COURSE

Program Overview:  This course emphasizes the skills and techniques for reviewing work papers, findings, and audit reports. 

Course Length:  4 days

CPE:  32 hours

Program Outline:  
· TBD

FRAUD INVESTIGATIVE TOOLS FOR AUDITORS

Program Overview:  This course is designed to provide the auditor with a basic understanding of their role in detecting and reporting fraud, as well as, how to work with Criminal Investigation Division (CID).  Auditors will learn how agents build their cases and what the agent needs for auditors to build a case.  The course covers functional areas such as acquisition, contract and environmental.  Instructors include auditors, USAAA attorney, and an OSI or CID agent.  Guest speakers will be an Assistant U. S. attorney and an investigator from the Defense Criminal Investigative Service.  

Course Length:  4 1/2-days

CPE:  24 hours

Program Outline:  
· CID Perspective

· AUSA Perspective

· Fraud Indicators and Internal Controls

· Investigative Tools

· Contracting Process

· Communication/Interview Techniques

· Forensic Accounting

· Testifying Process

DATA ANALYSIS COURSE

Program Overview:  This course is divided into 2 parts and is designed to provide training that will enable Army Auditors to perform accurate analysis of computer-generated data in a more efficient and effective manner.  There is also an emphasis on the importance of collecting precise data through the use of statistical models of data and business processes.  Prerequisites for this course include a superior knowledge of ACL, ACCESS and EXCEL, as well as, a participation in Part I of the course that involves an independent 1-week study prior to the actual class lecture period.  Attendees will receive prerequisite homework approximately 45 days before the start of the class.  The homework must be completed before the first day of class.  Upon completion, students will gain an understanding of how and when to ask for data; and when, what and how to use CAATTS for completing audit tasks. 
Course Length:   2-weeks (1-week independent study / 1-week classroom)

CPE:  80 hours

Prerequisites:  Because this is an advanced course, instructors have identified key areas that students must be familiar with.  Individuals attending the course that are not able to keep up with the class will be removed from the class and returned to their duty station.  Supervisor’s need to ensure that attendees can perform the following (students need to place a check to the left of each function that they are able to perform.  Please return this information with your student registration form to internal.review@hqda.army.mil:

	Name:  
	MACOM:

	Location:
	E-mail:

	DSN:
	Comm:

	

	WINDOWS

	
	Create folders on hard drive.

	
	Use Windows Explorer to manage files on hard drive.

	
	Map to other servers.

	
	Copy files from server to server.

	
	

	MICROSOFT WORD

	
	Create workpapers.

	
	Create documents from templates.

	
	Import Excel or Access objects.

	
	Use graphics.

	
	Insert comments.

	
	


	MICROSOFT EXCEL

	
	Create and modify tables.

	
	Create, open and close spreadsheets.

	
	Create and use formulas for analysis.

	
	Copy and paste formulas.

	
	Use the special paste function.

	
	Insert columns and rows.

	
	Save files as various types.

	
	Set page settings and print formats.

	
	Insert and delete worksheets within a workbook.

	
	Create and use functions such as sum, average, count, standard deviation etc.

	
	Create, modify and insert charts and graphs.

	
	Insert comments and hyperlinks.

	
	Sort data.

	
	Send document as an attachment.

	
	Use the auditing function in a worksheet.

	
	Protect a document and workgroup collaboration.

	
	Apply filters and track changes.

	
	Use and develop templates.

	
	Import or export data or files

	
	Use pivot tables

	
	Use tools (data analysis to perform regression and other statistical analysis.

	
	Use variable data tables to perform “what-if” financial scenarios.

	
	

	MICROSOFT ACCES

	
	Understand the basics of a database.

	
	Create, open and close a database.

	
	Create and modify tables.

	
	Save files as various types.

	
	Enter and change records.

	
	Use various "wizards" within Access.

	
	Import, share and export data.

	
	Develop, modify and optimize queries using wizards..

	
	Develop, modify and optimize queries without using wizards..

	
	Create and use filters in a database.

	
	Understand SQL and how to use the design view in tables.

	
	Record and run macros.

	
	Perform validation, replication and encryption of data.

	
	Write advanced queries for audit analysis.

	
	Develop customized forms and reports.

	
	Understand and use hyperlinks and switchboards.

	
	Import data from text or Excel files.

	
	Export files

	
	Open database connectivity (ODBC)

	
	Change data formats (e.g. text to numbers or text to dates).

	


	AUDIT COMMAND LANGUAGE (ACL)

	
	Understand the basics of databases (e.g. fields and records) and file structures (e.g. flat files).

	
	Create, open and close an ACL document.

	
	Use the Command Log for reviewing results.

	
	Create, open and close an Input File Definition (IFD).

	
	Import data from various file types or data sources.

	
	Customize the button bar.

	
	Use the expression builder to analyze data.

	
	Understand when and how to use ACL during an audit.

	
	Apply various functions within ACL (e.g. count, verify, statistics, stratify, duplicates, sequence, gaps, summarize, classify and various other analytics).

	
	Join ACL documents, which is similar to a link of tables in a relational database.

	
	Apply outputs from ACL Command Log into workpapers for an audit trail.

	
	

	MICROSOFT POWERPOINT

	
	Import from Word or Excel

	
	

	CLIENT DATABASES

	
	Access client databases for your functional area directly.

	
	Use client databases for analysis.

	
	Download data from client databases.

	
	Reformat data for use in Excel

	
	Reformat data for use in Access.

	
	Use monarch to convert text to Access or Excel.

	
	

	OTHER

	
	Connect to network at other field offices.

	
	Save workpapers to server for paperless audits.

	
	



US Army Audit Agency/Internal Review Training

  

Personnel may wear business casual attire while attending US Army Audit Agency/Internal Review training.  

Examples of business casual attire for men include collared shirts (such as knit, polo, or banded collar-type), sweaters (including turtlenecks), pressed casual slacks (such as khakis or chinos), and socks and shoes.  Shirts with a small, tasteful insignia or logo (e.g., Polo, Nautica, or golf shirts) are acceptable.  Shirts should be tucked in.

Examples of business casual attire for women include casual dresses, pressed casual slacks (such as khakis or chinos), skirts (including loose-fitting split skirts), sweaters (including turtlenecks), and blouses.

  

Examples of INAPPROPRIATE attire include:

  


Jeans of any kind or color


Capri, cargo, or bellbottom pants


Sweatshirts, sweatpants, or athletic gear


T-shirts, halters, tank tops or crop tops


Athletic shoes, deck shoes, work or hiking boots


Casual sandals or flip-flops


Shorts


Shirts with slogans

  

Judgment and common sense are important.  As a general rule, if you aren't sure whether an article of clothing is appropriate, don't wear it to training.

 

Office of the Assistant Secretary of the Army


(Financial Management and Comptroller) 


109 Army Pentagon, ATTN  SAFM-FOI, Washington, DC 20310-0109 


email:  � HYPERLINK "mailto:internal.review@hqda.army.mil" ��internal.review@hqda.army.mil�
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