PERFORMANCE MEASUREMENT CERTIFICATION 
FIELDWORK AUDIT PROGRAM

	Department Name: 
	Y
	N
	Ref
	Initials

	Performance Measure:
	
	
	
	

	A. PRE-AUDIT DATA COLLECTION
	
	
	
	

	1.   Obtain measure definition and measure results from the Budget Office
	
	
	
	

	
	
	
	
	

	B. STAFF
	
	
	
	

	1. Name all personnel, together with their titles, who are involved in the collection of the data for this performance measure
	
	
	
	

	
	
	
	
	

	2. How long have they had responsibility for this information?
	
	
	
	

	
	
	
	
	

	3. Is there anyone else responsible for any part of the calculation of the performance measure?
	
	
	
	

	
	
	
	
	

	C. RECREATION OF THE PERFORMANCE MEASURE REPORTED TO BUDGET OFFICE
	
	
	
	

	1.   Is there summary documentation that supports the reported

      performance measure data?
	
	
	
	

	
	
	
	
	

	2.   Is the performance measure that the auditors recalculated within an acceptable tolerance range?  (+/- 3)
	
	
	
	

	
	
	
	
	

	D. DATA COLLECTION
	
	
	
	

	1) Describe the process of collecting the performance measurement data.  Start with the first activity that creates the data and include all critical steps to the delivery of the data to the Department’s Budget Office coordinator.  Include:
	
	
	
	

	
	
	
	
	

	      a.   Identification of physical files, manual logs, automated databases, manual entries, review steps, inc.
	
	
	
	

	
	
	
	
	

	      b.   Identification of all automated systems used to collect or calculate data, who has access, what level of access, and what applications are used to obtain the data.
	
	
	
	

	
	
	
	
	

	      c.   If the information comes from a third party, provide information on the procedures followed to ensure that the information received is accurate.
	
	
	
	

	
	
	
	
	

	E. POLICY AND PROCEDURES FOR GATERING DATA
	
	
	
	

	1)  Are there documented policies and procedures for the collection of this performance data?
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	2) Where are the polices and procedures kept?
	
	
	
	

	
	
	
	
	

	3) Have there been revisions to the procedures?  
	
	
	
	

	
	
	
	
	

	4) If there were revisions to the procedures have the manuals been updated?
	
	
	
	

	
	
	
	
	

	F. MEASURE DEFINITION

      
	
	
	
	

	1) Is the measure definition specific to ensure consistent calculation on an ongoing basis?  Is there any part of the definition that may be, or has been, interpreted differently by different people?
	
	
	
	

	
	
	
	
	

	G. CALCULATION OF THE MEASURE
	
	
	
	

	1)   How is the performance measure calculated?  
	
	
	
	

	
	
	
	
	

	2) Provide documentation of the calculation
	
	
	
	

	
	
	
	
	

	3) Are there written procedures for calculating the information?
	
	
	
	

	
	
	
	
	

	4) Are personnel trained on these procedures?
	
	
	
	

	
	
	
	
	

	5) Provide explanations for all factors affecting the measure
	
	
	
	

	
	
	
	
	

	6) Identify all populations that are important to calculating the measure
	
	
	
	

	
	
	
	
	

	7) If a database is used to help calculate the measure, provide an explanation of the role of the database in measure collection.   Also provide a copy of the computer program code that calculates, counts, or flags data for collection.  Include with the program code an explanation of the calculation. 
	
	
	
	

	
	
	
	
	

	8) Is the calculation reviewed by anyone?  If changes are required, what are the procedures? 
	
	
	
	

	
	
	
	
	

	H. DATA RETENTION
	
	
	
	

	1) What are the source documents or source computer screens for this measure?  Where are the source documents kept or on what computer system and screen would this information be found?
	
	
	
	

	
	
	
	
	

	2) How long is computerized information available?  When new data is available is the previous data overwritten?
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	I. SUMMARY DOCUMENTS
	
	
	
	

	1) Who prepares the summary document(s) to submit to the Budget Office Coordinator?
	
	
	
	

	
	
	
	
	

	2) What form does the summary document take?  Is it a spreadsheet, an internally generated list, or a report from an automated system database?
	
	
	
	

	
	
	
	
	

	3)   How is the summary document transmitted to the Budget Office Coordinator?
	
	
	
	

	
	
	
	
	

	4)  What are the timelines for preparing and submitting summary document(s) of performance data to the Budget Office Coordinator?
	
	
	
	

	
	
	
	
	

	 J.  CONTROLS OVER PERFORMANCE MEASUREMENT DATA TO ENSURE ACCURATE AND CONSISTENT INFORMATION 
	
	
	
	

	1) Are there written procedures and guidelines covering the initial point that performance information is recorded?
	
	
	
	

	
	
	
	
	

	2) Are personnel trained to follow these procedures?
	
	
	
	

	
	
	
	
	

	3) Are data entry personnel trained on data recording procedures including which information to enter, how to enter the information, and the importance of accuracy?
	
	
	
	

	
	
	
	
	

	4) Is there a regular review of the initial information?
	
	
	
	

	
	
	
	
	

	5) Does the data entry supervisor review information entered into the computer system for accuracy?
	
	
	
	

	
	
	
	
	

	6) Does the person responsible for calculating the performance data understand the origin of the information and stay current with any changes in the form of the information?
	
	
	
	

	
	
	
	
	

	7) Does a supervisor review calculations of the performance data to ensure that they are consistent with the measure definition and to check for mathematical errors before the information is reported?
	
	
	
	

	
	
	
	
	

	8) Are procedures in place to ensure that if a computer program is used to calculate any portion of the performance data that it is capturing the correct information and is performing the correct mathematical calculations?
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	9) Is the person responsible for the accuracy of information reviewing the measure calculation and summary documents before putting it into the performance measure spreadsheet?  If so, what is the name and title of the reviewer?  Is there documented evidence of reviews?
	
	
	
	

	
	
	
	
	

	10) If changes were made to correct erroneous data, are there procedures to determine the cause of the error?  Please describe.
	
	
	
	

	
	
	
	
	

	11) If the current year is not closed-out as yet, please explain why.
	
	
	
	

	
	
	
	
	

	12) Is there written documentation of third-party controls?
	
	
	
	

	
	
	
	
	

	K.  SAMPLING
	
	
	
	

	1) Is adequate source documentation available for testing?
	
	
	
	

	
	
	
	
	

	2) Are there documents associated with events that prove the activity occurred?
	
	
	
	

	
	
	
	
	

	3)   Are source documents kept in remote locations, field offices, or by third party sources?                    
	
	
	
	

	
	
	
	
	

	4)  If adequate controls were determined to be in place, use a small judgmental sample.       
	
	
	
	

	
	
	
	
	

	5)  If one exception is noted, expand the judgmental sample.         
	
	
	
	

	
	
	
	
	

	6)  If controls appear to be inadequate, use the expanded judgmental sample.
	
	
	
	

	                         
	
	
	
	

	L. TESTING THE SOURCE DOCUMENTATION FOR ACCURACY
	
	
	
	

	1) Do they support the number reported?
	
	
	
	

	
	
	
	
	

	2) If more than two exceptions are found in the expanded judgmental sample then controls are determined to not be in place and the measure is considered inaccurate.
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	M. DETERMINE THE CERTIFICATION CATEGORY FOR 

EACH PERFORMANCE MEASURE
	
	
	
	

	1.  Certified
	
	
	
	

	A measure is Certified if reported performance is accurate within plus or minus 3% and if it appears that controls to ensure accuracy are in place for collecting and reporting performance data.
	
	
	
	

	
	
	
	
	

	2.  Certified with qualification
	
	
	
	

	A measure is Certified With Qualification when reported performance appears accurate but the controls over data collection and reporting are not adequate to ensure continued accuracy.  A measure is also certified with qualification when controls are strong, but source documentation is unavailable for testing.  A measure is also certified with qualification if the department calculation of performance deviated from the measure definition but caused a less than 3% difference between the number reported and the correct performance measure result.  
	
	
	
	

	
	
	
	
	

	3.  Factors prevented certification
	
	
	
	

	Documentation is unavailable and controls are not adequate to ensure accuracy.  Factors prevented certification is always given when there is a deviation from the measure definition and the auditor cannot determine the correct performance measure result.  
	
	
	
	

	
	
	
	
	

	   4.  Inaccurate
	
	
	
	

	A measure is Inaccurate when the actual performance is not within 5% of reported performance, or there is a greater than 3% error in the sample of documents tested.  A measure is also inaccurate if the department calculation of performance deviates from the measure definition which caused a greater than 5% difference between the number reported and the correct performance measure result.  
	
	
	
	


Corporate Internal Audit Office   
4
                      




