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e Turnin:
— Nondisclosure Statements
— Student Expectations
— Independence Statements

e Discuss Projects
— Contact information
— Team meetings
e Qrientation Manual
e Plan for the Semester
e C(Class Presentations
e Introduction to TeamMate
— TEC: Timekeeping
— EWP: Working papers
e Data Analytics
e Office Tips from the Staff
* Training assighments — IT Security & FERPA
e Office “tour”
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Spring 2017 Projects

Ali Subhani, Project Leader Audit of campus data centers to provide
Decentralized Colby Taylor, IT Staff Auditor assurance over p!'\ysical security, ac.c.ess
o Interns: controls, and vafrlgus IT-rgIateq !:)olllees and .
* Jenny Kang procedures. Will involve identification and risk
e Garima Rao assessment of data centers.
Ali Subhani, Project Leader Audit of the disaster recovery process.
Disaster Colby Taylor, IT Staff Auditor
Recovery Interns:
e Sapna Paul
Brandon Bergman, Project Leader Governance review, including evaluation of
School of Natural Ray Khan, Staff Auditor financial and accounting processes, internal
Sciences & Interns: controls systems, and the effectiveness and
Mathematics e (Caleb Braughton efficiency of related operations and controls.
* Brandi Smithey
Toni Stephens, Project Leader Provide assurance that the Lab Safety program
el Gy Brandon Bergman, Senior Auditor is effective to ensure compliance with
Intern: applicable regulations and operational
* Michael Stettler efficiency and effectiveness.
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Orientation Manual

@mu AS
Office of
Internal Audit

o=y Student Intern
% Audit Manual
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Semester Project Plan Example
_ Date  |Milestones

2/17/17 Complete first team meeting
3/3/17 Complete planning
3/9 or 3/10/17  Present risk assessment and proposed audit program to CAE
Week of 3/13/17 Spring Break
3/20-4/21/17 Fieldwork

4/17/17 Class presentation due to Internal Audit Office for review
4/19/17 Student Presentations in Class

4/28/17 Complete Fieldwork

5/5/17 Complete Report Draft

*At the end of each week, assign one student to email CAE with a status update of the project*
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Class Presentations

e Must be reviewed by Project Leader and CAE
before turning them into class.

 We have examples for your review if you

@ DALLAS

request.

The Interns!
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TeamMate
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Electronic Working Papers

© 2014 TeamMate Licensing B.W. All rights reserved.
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TeamMate Timekeeping

Period 2652017 - 2112017 Due Date 2122017 §td. Duration 40 Time Charged 1.00 Resource | 10 Stephens Y1 New Shegt
| AddPect || AW || A drin | NEg
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e Acathena.utdallas.edu/Tec/Login
e Studentl17-Spring —student hours in FY 2017 Audit Plan
e Timesheets due by Monday each week
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TeamMate Demo

TeamEWP - [A1PI 17-12 : 2/3/2017 - Planning]

Admin TeamMate Planning
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Audit Objective per the Audit Plan: Provide assurance that the Lab Safety program is effective to ensure compliance with applicable regulations

Audit Scope: FY 17 - Current Operations

Assigned Hours per the Audit Plan: 400

Type Audit per Audit Plan: Risk-based

Initial Audit Due Date Given by CAE: May 5, 2017
Staffing:

« Project Leader: Toni Stephens, CPA, CIA, CRMA, CAE =
« Staff: Brandon Bergman, CFE; Michael Stettler, Student Intern
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TeamMate
» Working paper sign-offs

— Gray and yellow triangles, green circles, blue
squares, red flags
— How to close workpapers without editing.

» Hyperlinking
» Uploading Working Papers
— Titles should be descriptive

» Maintain work within TeamMate, not offline
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Data Analytics

PeopleSoft
Financial
Management
System

e Human Resources
System

e Student System

(Campus
Solutions/QOrion)
IDEA .

used for data
gathering, sampling,
analysis
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Office Tips from the Staff

1. If you’re sick — stay home

2. Follow the office protocols - dress code, office hours

3. Understand meeting etiquette

4. Spell check everything

5. Meet deadlines

6. Have project leader review communications to client

7. Think critically. Always ask “why?”

8. Document as you go.

9. Take thorough notes in meetings. We forget far more than we think.
10. Type in complete sentences; use bullets and spacing for clarity.

11. Create concise and well documented conclusion. Can a reviewer reach the same

conclusions as you?
12. Is an “exception” really an exception? Discuss with your project leader.
13. Employee names AND titles should be used in working papers.
14. Let your project leader know when you’re coming to the office, or if you’ll be late.
15. Ask Questions! We are here to help you learn!
16. Enjoy your internship, and keep in touch with us after it’s over!
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Compliance Training

* FERPA

e |T Security
19
Being

Compliant

https://elearning.utdallas.edu/
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Communication Styles

Action Process

Toni Brandon

Ali Colby

Ray Brandi (tie)
Garima

Idea People
Caleb
Brandi (tie)
Jenny
Michael
Sapna
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Office Introductions & Tour

IFYOU'D LIKETO TAKEA TOUR
OFTHE INTERNAL AUDIT OFFICE

y
THAT WOULD BE GREAT

memegenerator.net
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