Document the Tests

Test documentation should, at a minimum, include:

WHO:  
Who conducted the tests?



Who was observed?



Who was interviewed?

WHAT:    
What was reviewed/observed?



What was collected during interviews?



What were the results?

WHEN:
When were the reviews/observations/interviews conducted?

WHERE: 
Where were the reviews/observations/interviews conducted?

COMMON METHODS OF TESTING

DIRECT OBSERVATION OR INTERVIEW:  Check things out personally, watch the performance of the control.  Talk to the people doing the work.  What are they doing?  How are they doing it?

FILE DOCUMENT/ANALYSIS:  Identify documents demonstrating controls such as approval authorities, existing records, control registers, memorandums, inventory records, etc.

SAMPLING:  Suitable for nearly all repetitive operations, especially when records are kept on standard forms such as prenumbered receipts. Consider using sampling for tests of personnel, maintenance, supply, financial and many other service support records.  Don’t be concerned with a “statistically correct” sample.  Pull a reasonable number of documents or forms (10 percent is a good rule of thumb).  Is there evidence that the control is in place, e.g., does back-up documentation exist, is it signed by the appropriate official, does it match information found in other records?

SIMULATION:  This method refers to any “dry run” or practice “walk-through” such as preplanned exercise or scenario.  Another simulation method is run dummy data through the real system.  Record the results, did controls work as intended?

