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MESSAGE FROM THE DIRECTOR OF AUDIT

The Audit Department recognises the importance of demonstrating relevance
to citizens and other stakeholders in order to strengthen the Department’s
capacities and effectiveness in holding government to account for the use
of public resources. We acknowledge that by communicating simply and
clearly with our stakeholders, they will have clear expectations, and a greater
understanding of our work and responsibility. We believe this approach
involves not just agreeing with our stakeholders, but also understanding
and recognising their beliefs, ideas, values and perceptions. Developing
stakeholder relationships that demonstrate this shared understanding,
provides a foundation upon which interactive communication can exist with
stakeholders whose interests are vested in our work.

MAYLINA JNO VILLE (MRS)
DIRECTOR OF AUDIT
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1. STAKEHOLDER ENGAGEMENT

Why Stakeholder Engagement ?

A succinct answer to this pertinent question comes from Crow Consulting
Management which advocates that:

“Engaging with stakeholders is crucial to the success of any organisation. To
succeed, an organisation must have a clear vision derived from a robust strategic
planning process, and an effective strategic plan or marketing plan can only
come from stakeholder engagement. Effective engagement helps translate
stakeholder needs into organisational goals and creates the basis of effective
strategy development”

At the Audit Department, we hope to achieve greater audit impact through
stakeholder engagement.

Stakeholder
Engagement

=

Successful
achievement
of strategic goals
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Role of the Auditor and Qualities Required

KEEPING UP TO DATE: It is the duty of all members of the Audit Department to
keep up to date with current changes and happenings in Government. For this
purpose, all staff should read the Government official gazette, the Government
website, and relevant circulars, together with any financial legislation which
may be enacted. The Bulletin is also approved daily reading. Auditors should
also keep abreast with current trends and standards in auditing through
organisations such as CAROSAI and INTOSAI to best serve auditees.

AID TO EFFICIENCY: It is also the duty of the officers of the Audit Department
to assist in the improvement of accounting procedures whereby greater
efficiency can be achieved. Audit examination should be conducted with
a view to drawing attention to instances of this nature. It should be clearly
understood however that only suggestions for improvement can be made.
Implementation can in no way be insisted on. As an adjunct to this duty,
officers are also expected to enquire into and report on transactions which
they consider not handled very prudently or expeditiously or even involving
waste and inefficiency. This part of auditing is probably the most potent force,
making for prudent financial administration. The Director of Audit must be
kept informed of all action undertaken by officers in this sphere.

IMAGE: Outlook and attitude are personal attributes which have a very great
influence on the Audit Department image. A narrow outlook evidenced by
emphasis on unimportant matters, over-concern with technicalities, and
pin-pricking queries, does not make for efficient auditing. Tactlessness in an
auditor can inflict heavy damage to the Audit Department image. Tact requires
constant attention, not only in discussions, interviews and correspondence,
but in every aspect of relationships with the officers of other departments and
organisations. The approach to audit should be to use tact, but to keep in mind
audit responsibilities and rights. Far more can be achieved by knowledgeable
discussion and tactful persuasion than by threatening severe penalties, which
in any case are not within the capacity of the Audit officer to impose.
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Audit Inspections

TIMING: Section Heads are responsible for ensuring that the work allocated
to their section is completed within the given time limit. Broadly speaking,
accounts should be examined in order, so that those which have not been
audited for the longest time receive attention first. However, there is an
overriding requirement that the most important departments — Treasury, the
big spenders, and the big revenue earners - shall be kept up to date even if this
means that the examination of smaller departments falls into arrears.

PREPARATION: It is the duty of the Section Head to prepare him/herself and
his/her team thoroughly for an audit before leaving the office. It is important
to read the guide in which will be found a full description of the workings of
the department being visited, relevant legislation and rulings, and any special
features which may be encountered. The relevant Audit Department file(s)
should be thoroughly read with particular emphasis on the last two audit
reports and the replies thereto. It is particularly important to ensure that
amendments and additions to legislation published subsequent to the previous
audit inspection have been made to the copies from which the audit will be
conducted. Only in very exceptional circumstances should officers make use of
copies of legislation in the hands of accounting officers.

PLANNING: Before embarking upon an audit, a Section Head should plan how
he/she will utilise the staff at his/her disposal and the order in which he/she will
tackle the various sections of the examination. Unless circumstances prevent
it, the most important sections of the audit should be carried out first and each
section fully completed to the point of writing up observations before another
section of the audit is started.

COMMENCEMENT: When commencing an audit, the senior officer should as a
matter of courtesy make his/her presence known to the senior officer of the
office where the audit is to be carried out. In any case in which it is stated
that an audit is inconvenient, the senior officer should be asked to contact
by telephone the Senior Auditor or the Director. Instructions will be given on
whether the audit is to be postponed.
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REQUESTS FOR RECORDS: Requests for books and records should always be
made to the officerin charge of the accounts, not to junior clerks directly, since
the latter may not know their whereabouts or may attempt to retain them
to complete their own work. Having obtained the books and records, every
effort should be made to use and return them as quickly as possible. Books
and records should always be returned to the person from whom they were
taken and should not be left on desks or put back on shelves. Otherwise, if the
department mislays them in the future, the Audit Department may be blamed.
Books and records should be returned personally.

AUDIT TICKS: An audit tick on a document has significance for the Audit
Department only and means that the entry or figure against which it is placed
has come under audit review. It does not necessarily mean that the entry is
correct, nor does it prevent the raising of queries in respect of the entity or
figure at a later date.

ERASURES: Audit officers should not make any addition, correction or erasure
in the accounting records which they examine. If a correction is required, the
matter must be brought to the notice of the officer responsible for the account
who should make the correction in accordance with regulations.

NON-COOPERATION: If, at any time, junior staff or the officer in charge of the
accounts prove to be personally uncooperative, the facts should be made
known to the senior officer of the department and, if no improvement is
subsequently noted, the full facts should be reported to the Director of Audit
who will take the appropriate action.

SERIOUS IRREGULARITIES: It is the duty of an examining officer, who suspects
that theft or fraud has taken place, to report immediately to his/her senior
officer who will report immediately to the Senior Auditor. It is forbidden to
report suspicions to members of any other department. When an officer in
charge of an inspection of a department or of an outstation has good reason
to believe that an accounting officer is guilty of theft or fraud, he/she will
report, where possible, the facts personally and without delay to the head of

7
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the accounting officer’s section, branch or department, and then to the Senior
Auditor, who will firstly decide what, if any, further action he/she considers
necessary, and, in due course, inform the Director of Audit. Whereas audit
officers are expected to be as helpful as possible, it must be remembered
that it is not part of their duty to investigate crime. Once the facts have been
reported, audit officers will confine themselves to:

a) reminding departmental officers:

i. that the Police should be notified at once in
accordance with Financial Regulations, and

ii. that a responsible officer should take
charge of all books and papers which might be
required for an investigation, and

b) giving any further advice which may be sought.

COMPLETION: On the completion of an inspection, the inspecting officers and
the Senior Auditor must ensure that all matters have been dealt with before
an inspection report is issued. By reference to the two preceding inspection
reports, and to departmental replies, the Senior Auditor will ascertain whether
matters criticised in the first or second of these reports have again been
criticised in the latest report and, if so, whether in the circumstances the
department’s latest reply can be regarded as satisfactory. Unless there are
very good reasons for not proceeding further, of which the Director will be
the judge, the responsibilities of the Director under Finance and Audit Act
applicable sections (particularly The Audit Act number 5 of 1994 section-11)
will be discharged by reporting to the Financial Secretary repeated failures
to observe any legal obligation, Government order, regulation or instruction
relating to finance. The matter will also be noted for mention in the next Audit
Report.

8
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2. STAKEHOLDERS ENGAGEMENT STRATEGY PLAN

Who Are Our Stakeholders ?

A stakeholder is a party that has an interest in a company and can either affect
or be affected by the business. The primary stakeholders are identified below.

PARLIAMENT
{PUBLIC ACCOUNTS COMMITTEE
- PAC)

PROFESSIONAL BODIES (STATE
COLLEGE, UNIVERSITIES, ONLINE

AUDITED ENTITIES
{MINISTRIES, DEPTS,
STATUTORY BODIES)

CORPORATE PARTNERS (WORLD
BANK, ECCB, CAROSAI)

AUDIT STAFF

GENERAL PUBLIC
(CITIZENS OF DOMINICA)

RESEARCH INSTITUTIONS)

OTHER SAI EXECUTIVE

From the above identified stakeholders, the PAC, Audited entities and
Audit staff were recognised as key stakeholders. These key stakeholders
will be consistently engaged. Through this consistent engagement and
communication with our stakeholders, we hope to achieve greater audit
impact. The professional bodies, corporate partners and the general public, will
be engaged as the need arises, with focus changing as necessary. Finally, the
media, other SAls, and the executive will be monitored to ascertain changing
needs and changes in their influence and interest, and the potential impact it
would have on our department.
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Do All Stakeholders Have The Same Influence?

Making an Importance Versus Influence Matrix helps to map out stakeholders
and theirrelation to the issue at stake. It generates insights into the importance
and influence of each stakeholder. With this information, it becomes possible
to develop a specific approach and strategy for the identified stakeholders.

Importance: The priority given to satisfying the needs and interests of each
stakeholder.

Influence: The power a stakeholder has to facilitate orimpede the achievement
of an activity’s objective.

The extent to which the stakeholders are able to persuade or coerce others
into making decisions, and following a certain course of action is mapped out
in the graphic below.

PAC °
AUDIT ENTITIES :
AUDIT STAFF °

* PARLIAMENT
: CORPORATE PARTNERS

KEEP KEEP
SATISFIED ENGAGED

MONITOR

E PROFESSIONAL BODIES
- GENERAL PUBLIC
E OTHER SAI

EXECUTIVE
MEDIA
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When And How Do We Engage With Stakeholders ?

Engagement timeframe:

Immediate term Parliament, specifically the PAC
Audit staff
Audit entities

Medium term Media
Professional Bodies

As the need arises: Corporate partners
Other SAI/Twin SAI

Immediate term indicates those stakeholders who have high power and
whom we have to keep engaged. Those who will be engaged in the medium
term are those whom we identified in our grid as having to monitor and keep
informed. Finally, our corporate partners such as the World Bank, Caribbean
Development Bank, CAROSAI, INTOSAI, will be monitored and contacted as
the need for assistance arises.

¢ Internal Control Fieldwork

: Questionnaire :
: Evaluation :
< Audit Scope :
. Testing :
: Objectives /. e cccececcescsccsans :
feeeeeeeenneecnneenns Planning Assessment

Follow-up

¢ Confirmation of
¢ planned actions

Communication

Audit Findings

¢ Audit Response
: Verification

Assessment Results
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Reporting

Reporting is the official documented way in which we communicate with our
stakeholders. Some important facts to remember are outlined below.

NOTING: Every officer engaged in the examination of accounts will record
at the time they come to notice the facts relating to any transaction which
appears to be erroneous, insufficiently authorised, incorrectly classified, or for
any other reason to require action or further explanation. He/she will also note
any changes observed in the accounting procedures or records, or the internal
controls which will occasion an amendment to this manual or the relevant
guide. He/she will furthermore note any points on which he/she is not clear
and on which further guidance or investigation is required.

DISCUSSION OF POINTS RAISED WITH ACCOUNTING OFFICER: The substance
of every audit report should be discussed with the responsible departmental
officer before the report is issued, and due weight should be given to any
explanations or views obtained thereby. This is the duty of a Head of Section,
although the Senior Auditor may be present. In appropriate cases, queries
should also be discussed before issue.

REPORTING MEDIA: Questions arising directly from the examination of
accounts may be brought to the notice of accounting officers in the form of
queries or by means of memorandum reports, as may be appropriate. As far as
possible routine accounting errors, which may be interpreted as errors which
do not reflect adversely on the general state of the accounts, and which do not
involve large amounts or questions of principle, should be settled, if possible,
on the spot. Where this is not possible, the errors may form the subject of a
formal query on the appropriate form.

EVALUATION OF ERRORS: Errors which have been rectified on the spot
need not be mentioned in draft inspection reports unless their magnitude or
frequency is such as to cast doubt on the internal controls operated by the
relevant department or the accuracy of the accounts which emanate from the
department. In such cases, an attempt should be made to assess the degree
of error e.g. 20% examination, 16% reports, involving Rs. x which is 10% of the
money value of the transactions examined.

12
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DRAFTING REQUIREMENTS: All queries and memorandum reports should be
drafted with conciseness and courtesy and with strict attention to accuracy of
facts and figures. Where extensive detail is necessary to support a conclusion,
it should be tabulated with an appendix, but if a few examples will suffice, they
should be incorporated in the text. The abbreviation “e.g.” should not be used
if the transactions quoted are an exhaustive list supporting the point made.
Details should always be fully referenced, and receipts, vouchers, etc., should
be referred to by number and by date where necessary.

REPORT WRITING: The following are a few points on the writing of reports:

a) Carefully select the material to be included in the report. It should be
completely factual or of sufficient substance to warrant the reasonable
deduction of a conclusion which may be suggested to the accounting
officer for his comments. All trivial or inconsequential points should be
omitted.

b) Classify notes into groups having the same basic ideas and link all
matters affecting one aspect of the accounts in one section of the report.

c) Arrange a skeleton of the report and allocate positions to each section
of the report based on links and natural flow between sections. It should
be remembered that the reader will have more interest in the earlier
paragraphs.

d) Be as brief as possible but also be courteous and give sufficient
information for the accounting officer to follow easily the point made
from examples.

e) Avoid preaching and adopting a superior attitude. Remember you only
visit the department for a short time and may not always grasp the full
facts of a situation. Rather than jump to hasty conclusions, simply point
out what you have found and request an explanation or comments as
courteously as possible.

13
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f) Although you may feel you have a wonderful solution for all the
problems of the department, you may only suggest; you cannot compel
adoption. There may be a variety of good reasons (including costs) why
such a solution may not be implemented.

g) Avoid passing judgement on a situation. Merely establish and report
the facts.

h) Reports should not criticise individual officers by name. Comments
should be limited to impersonal facts.

i) Try to keep the language and substance of the report simple.

j) After drafting the report, carefully check all figures against your notes
to ascertain that there have been no transpositions.

k) Remove any superfluous material and padding from the final draft
before typing. (Sir Ernest Gower’s book Plain Words is most instructive

on this matter).

I) Sign and date the report and ensure that all statements certified are
similarly signed and dated by the appropriate officer.

GUIDE WRITING: All guides will be drafted in the following form:

a) Concise history of the account, its nature and purpose, together with
references to the laws and other authorities relating to it.

b) An outline of the system of account, recording details of internal
controls. A detailed description, or diagrammatic/flow chart, may be
necessary if the system is complicated.

) Records required for audit.

d) Method of audit or audit programme.

14
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3. INTERNAL STAKEHOLDERS

To ensure continuous engagement with our internal stakeholders (staff) the
following activities can be undertaken to indicate whether we are meeting our
goals:

Engagement activities:

o Meetings with section leaders

o Staff empowerment activities/sessions

o Foster effective internal communication for staff

o Increased section meetings

o Quality reports from staff

o Staff recreational activities

o Staff participation in training workshops, webinars
and online programs.

o Training and workshop for staff capacity building
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4. STAKEHOLDER ENVIRONMENT

What are the environmental factors affecting our stakeholder

engagement ?

PESTLE ANALYSIS: The external factors contained in the PESTLE analysis will
directly affect each of our identified stakeholders. By identifying the major
factors at play in the PESTLE, we identify factors in the external environment
which impact our engagement with key stakeholders. Additionally, the rules of
engagement with stakeholders would also depend on how the PESTLE analysis
has indicated they could potentially impact us.

POLITICAL:

ECONOMIC

SOCIAL

TECHNOLOGY

LEGAL

ENVIRONMENT

16
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Change of Government (new policies)
National refocusing of priority needs
Good international relations

Increase in cost of living
Increase in energy costs
Migration of skilled labour force
Global economic crises

Debt to GDP ratio

Continuous population decrease
Changing demographics

No budget for research/marketing
Access to technical support from Friendly
Governments (Cuba, Venezuela, China)

Rules, Laws of the Commonwealth of Dominica
International guidelines on auditing

Natural disasters/Acts of God
Corporate Social responsibility - how the public
views the SAI (public image)
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LEGAL FRAMEWORK

Rules, Laws of the Com-
monwealth of Dominica

International guideliines
on auditing

ENVIRONMENTAL
FACTORS

Natural disasters

Corporate socoal
responsibility - how the
public views the SAI
(public image)

Staff manual 2.indd 19

POLITICAL FACTORS

Change of Government
(new policies)

National refocusing of
priority needs

Good international
relations

SAI DOMINICA

TECHNOLOGICAL
FACTORS

No budget for research/
marketing

Access to technical
support from Friendly
Governments (Cuba,
Venezuela)

ECONOMIC FACTORS
Increase in cost of living
Increase in energy costs

Migration of skilled
labour force

Global economic crises

Debt to GDP ratio

SOCIAL FACTORS

Continuous population
decrease

Changing demographics
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5. STAKEHOLDER COMMUNICATION

A stakeholder communication plan is the most effective way to ensure that
we keep open lines of communication with our other key stakeholders.

*  Meeting with PAC
PAC e Assist with preparation for Director of Audit
legislature sittings

e (Create a policy framework and
a working template
e Sensitise through memos

and emails on the Director of Audit
Auditees importance of implementing | Auditor Financial
recommendations Auditor Projects

¢ Timely issuance of reports
e Guidance throughout the
audit process

e One on one meetings

e Staff empowerment sessions

Audit staff e Internal communication Section leaders
network via the shared drive

e Team building sessions

Media,
Professional e Astheneed arises Director of Audit
bodies, donors

Stakeholder engagement is an on-going and inclusive process. Once we
understand our roles and the roles of our auditees, then we can achieve
greater audit impact through stakeholder engagement.
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Reference

Websites

https://www.crowe.com/ie/insights/the-importance-of-stakeholder-engage-
ment

http://www.mspguide.org/tool/stakeholder-analysis-importanceinfluence-
matrix

Legislation

Constitution of the Commonwealth of Dominica

Audit Act number 5 of 1994-section 11.

Organisation and Administrative Procedures of the Audit Department

International Standards

INTOSAI international standards
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