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Attachment #5

Project Manager Duties and Responsibilities Check List

Audit and Accountability Bureau
Project Manager Duties and Reaponsibilities

This eheck-off list is mesnt to be & guide far the Project Manager to maonitor 8l milestones in the audit/project process.
‘While the steps are identified within each phase, there may be instances where the process will not necessanily be in oroer.

Date | Comments | ltem
AuditPraject Assignment Phase
AuditPropect assignment - Project Manager (PM) selscied
Frepare audtprojsct propasal
Team LisuenantHCO review proposal
Audit Prossct proposal mernarandum submitted to Cperatons
AuditPropct proposal memorandum approved by Unit Commander
Project number assigned by Cperatons
Create suditioeoject foldes in shansd Ses and suditipropct bindsr
Planning Phase
Prepare audtiproject work plan
Quality assurance (QA] review of work plan
Team LisutanantHCO reviews deall auditiprojiect work plan
Subrmit draff auditipeoject work plan io Cperaions
Roundizble audtiproject work plan
AuditPeoject Work plan approved by Unit Commandar
Schedule enirance meefing wit Audites
Fiedd Work/Teating/Analyais Phase
Conduct entrance meésing with Audies
Eeain AudtPraject Seidwon
Develdap and complele tsting nstrument
QA review of t2sting instrumentioork packet
Team LisutenantHCO reviews testing Instument
Analysiz of datalevidence
Discussion of results with Audiee
Complede AuditProject fiskawork
Report Writing And Quality Assurance
Drat auditiproject report
A reviewr drafl auditpeosert report
QA notes submitied to PM fo cear
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P clear QA noles and make necessary changes to drafl report

Supervisory Review

Team LisutenantHCO reviews draft auditiproject report

HCO submits draft auditproject report to Operalions

Cperaticns reviews draft awdtiproject report

Cperations returns draft auditiproject report fo PM for edits

Roundiable if requesied by Unit Commander

Unit Commander approves draft sudit project reporl

Audites Review Phase

P scheduliss et Mmesting and peouides the draft auddpeoject report

Exit meating roundtabie with HCO and Team Lisutenant (and Uinit
Commander, if necessary)

Comduct 2t meeing with Audites

Pt peowide Operations with draft report who will solict final response
memgorandum

nalizing Audit/Project Report

Froemal response recaived from Audibes

CompleSion of Execuive Summary

HCO and Team Lisutsnant Review of Exscufive Summary

P prepares final repart package
(Dratht Exeoutive Summary, Management's Response, AldiLProject Report)
*Finalize with signatures from (PM, APM, HCO,) Unit Commander

Operations Finalize Report

Cperaticns peepares final POF with signatures and cover page
*Email dissribution of PDF

Cperations defvers final raport package io Uindershenff

Archiving

PM completes electoric Sizs and compiles fe auddiproject work papers in
bindess

Team Lisuwenant reviews binders and elecionic fies

Cviginal final regort archived with HCO

Einder
*auditproject documentadon is archived in filing cabinet
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