


 Streamlining the report preparation 

process 

 Targeting audit reports to the proper 

audience 

 How to get your reports read and your 

message understood 

 Audit report branding: using audit report 

as a marketing tool 

 



 Write Audit Reports That Bring the Results You Want: 
Persuade decision makers to act on your 
recommendations. Minimize rejection of your 
findings. Impress readers executives, and other 
readers with your auditing and writing skills 

 Eliminate Drudgery and Frustration of Report Writing 

 Increase Acceptance of Your Reports 

 Minimize Annoying Rewrites 

 Produce Results-Driven Audit Reports: Give your 
auditors the skills they need to write audit reports that 
convince readers, persuade decision makers, and 
effect positive changes.  

 Communicate Visually 
 Ensure Your Quality 

 



 Determining the objectives: -Planning, Gathering, drafting, editing, 

formatting and communicating the information about the activity. 

 

 Integrity of the report:-  establishes trust and thus provides the basis 

for reliance on their judgment. 

 

 Confidentiality: - respecting the value and ownership of information 

received. Not disclosing the information without appropriate 

authority unless there is a legal or professional obligation to do so. 

 

 Use team writing or report conferencing.  

 

 Streamline the report format — the shorter an audit report is, the less 

time it typically takes to read and understand. 

 



 Consider the subject from the audience’s perspective 

 

 Offer clarity about the purpose or intended outcome 

 

 Explain terminology or jargon that is unfamiliar to the reader 

 

 Take the reader’s knowledge of the subject  

      limited or otherwise) into account. 

 

 



 Is the report’s central message clear?  

 Is it the appropriate length (too short or too 
long)? 

 Does it have suitable graphics (e.g., pictures, 
tables, graphs)?  

 “Never use a long word where a short one will 
do.”  

 Avoid biased language 

 Be conscious about whether you want to take a 
positive or negative tone.  

 Always bear the brief in mind while you are 
writing  

 
 

 



Devices for Easier Reading 

 

 Summaries 

 Headings 

 Topic sentences 

 Graphics  
 



 Audit report branding can build an expectation 

about upcoming audit reports bringing better 

improvements. 

 

A good audit report branding achieves the following: 

 

 Delivers the message clearly 

 Confirms the credibility 

 Stake holders look forward to IA reports 

Audit report Branding is also a way to build an 

important company asset, which is a good 
reputation. Whether a company has no 

reputation, or a less than stellar reputation, 

branding can help change that. 



 Set and stick to a clear scope for the audit. For unclear 
or new areas, slate a specific amount of time for survey  

 

 Tell the reader about all the work you did 
› Interviewed officials, reviewed data, analyzed information, 

compared/evaluated, reached conclusions – using your 
work to boost yield in the audit report. 

› This builds credibility and confidence in the report by users 
because they can “see inside” your work 

 

 More “Contacts” = More Results: Extended to auditing, 
it’s a good goal to have more contacts with decision-
makers, the public, and the media. Audit reports are the 
perfect vehicle to do this, but we need more reports to 
have more contacts. 



 Tell the reader about all the work you did 

Interviewed officials, reviewed data, analyzed information, 
compared/evaluated, reached conclusions – using your work 

to boost yield in the audit report. 

 

 Clear Reporting Helps Prompt Review : The more focused the 
report is, the easier and faster it is to review 

 Responsibility Clearance:-Try placing responsibility on 

management, rather than on the auditor. 

 Use visuals – Photos, charts, maps, sketches to explain 

 Inspiring Action with Auditing- Audits help change happen 

through well-supported, published recommendations. 

 Audit readers tend to be busy. State main point in title, in 
summary, and throughout the report 

 









N:- It refers to the 

new findings 
/Observations 

R:- It denotes the 

issues which were 
highlighted in the 
previous audits and 
not yet rectified 

Moderate issues 
which need to 
be adequately 
controlled. 

Critical issues 
which should be 
rectified 
immediately. 

It indicates the 
minor control 
lapses which 
need to be 
improved. 





Critical issues 
which should be 
rectified 
immediately. 

Moderate issues 
which need to 
be adequately 
controlled . 

minor control 
lapses which 
need to be 
improved. 



Template 1 
Template 2 







Template 5 



Indicating Data 
/Comparisons through 
graphs makes readers 
easy to understand 
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