Memorandum of Expectation
This memorandum of expectation is entered into on _______________ (date) between ____________ (agency name) and ____________________ (trainee name).  Said trainee will be provided the opportunity to work through a specialized six month rotational program with the intent that the trainee will gain the additional experience needed to allow the trainee to meet the minimum qualifications of an Internal Auditor 2.  A position as an Internal Auditor 2 is not guaranteed; the trainee must apply for future job openings as an Internal Auditor 2 as they become available.

The State of Oregon, ________________________ (agency) hereby agrees to provide __________________ (trainee name) with the opportunity to gain the experience/skills required to meet the minimum qualifications of an Internal Auditor 2 position, including but not limited to the following:

· Working knowledge of auditing standards used by Internal Audit staff within Oregon;

· Working knowledge of applicable state laws, rules, policies and procedures;

· Communications/Agency protocols: Audit Committee, agency management and staff, others;
· Working knowledge of risk assessment and audit planning;

· Knowledge of how to conduct an audit or review (ex. financial, performance, or other), including:

· Writing audit plans, audit programs, scheduling work;

· Developing a sample plan and methodology;

· Document systems/processes, document flow, organizational relations, internal controls and identify weaknesses;

· Transaction/activity testing;

· Developing findings and recommendations;

· Report writing.

· Identifying consulting activities;

· Using CAATS such as ACL;

· Using TeamMate Workpaper Management program; and

· Making presentations.

At the end of the rotation, the supervising Chief Audit Executive will provide a letter outlining the extent to which the trainee has obtained the necessary experience/skills needed to meet the minimum qualifications of the Internal Auditor 2 position, and identifying areas in which the candidate may need further training or experience. The attached Candidate Checklist will be used for tracking the candidate’s progress.
A trainee may possess comparable skills from other work completed in previous jobs.  The Chief Audit Executive will evaluate the trainee and attempt to provide the additional experience needed.  It is not necessary to provide experience in each of the areas listed above if previous experience/skills are transferable. 

By signature of this document, the supervising Chief Audit Executive and trainee agree to the terms and conditions stated above.  The trainee specifically acknowledges that completion of this developmental rotation does not guarantee an Internal Auditor 2 position upon completion, but that it is intended to provide the trainee with the opportunity to gain experience towards meeting the minimum qualifications when applying for a position as an Internal Auditor 2.

If the trainee is a represented employee, the applicable labor contract requirements related to job rotation and developmental opportunities carries through to this agreement, including disciplinary action should that be necessary.

The rotational opportunity may be terminated at any time by either the supervising Chief Audit Executive or the trainee.
________________________________
_______________________________

Supervising Chief Audit Executive
Trainee

_____________
____________

Date
Date 
