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Quarterly Internal Audit Schedule
Audit during blank month (note date in space)
	Procedure
	Quarter One
	Quarter Two
	Quarter Three
	Quarter Four

	Policy Statements  
	Quality Statement
	
	
	
	

	
	Client and Customer Relationship Policy
	
	
	
	

	
	OH&S Policy
	
	
	
	

	
	Environmental  & Cultural Heritage Policy
	
	
	
	

	
	Employment and Team Policy
	
	
	
	

	
	Privacy, Dignity and Confidentiality Policy
	
	
	
	

	
	Grievance Policy
	
	
	
	

	Office Processes
	Document and Data Control
	
	
	
	

	
	Filing and Records Management
	
	
	
	

	
	Internal Audits
	
	
	
	

	
	Computer Systems
	
	
	
	

	Management
	Meetings/Internal Communications
	
	
	
	

	
	Complaints, Non conformance and Improvements
	
	
	
	

	
	Regulatory Compliance and Risk Management
	
	
	
	

	
	Strategic Planning, Goal Setting and Review
	
	
	
	

	
	Work Environment and Resources
	
	
	
	

	Staff
	Organisational Chart
	
	
	
	

	
	The Quality Manager
	
	
	
	

	
	Position Descriptions
	
	
	
	

	
	Staff Selection and Training
	
	
	
	

	
	Staff Reviews
	
	
	
	

	Property Management
	Client Contact & Property Listing
	
	
	
	

	
	Letting to Customer
	
	
	
	

	
	Site Inspection
	
	
	
	

	
	Maintenance Calls
	
	
	
	

	
	Tenant Advises Vacating
	
	
	
	

	
	Rent Arrears Process
	
	
	
	

	
	Abandoned Property 
	
	
	
	

	
	Eviction
	
	
	
	

	
	Client Sells Rented Property
	
	
	
	

	
	Reporting
	
	
	
	

	Reception
	Reception
	
	
	
	

	Real Estate
	Client Contact
	
	
	
	

	
	Customer Contact
	
	
	
	

	
	Contract Processing
	
	
	
	

	Auctions
	Auctioning
	
	
	
	

	Advertising
	Advertising Clients Property
	
	
	
	

	Purchasing
	Purchasing and Contractors
	
	
	
	

	Business Development
	Business Development
	
	
	
	

	
	Tenders and Quotes
	
	
	
	

	Report Design
	Market and Rent Appraisal Report
	
	
	
	

	Continuous Improvement
	Gathering Feedback
	
	
	
	

	Procedures
	Formatting Procedures
	
	
	
	


SAMPLE ONLY BASED ON REAL ESTATE
