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Welcome 
The Global Institute of Internal Auditors have put together standards, aimed at guiding adherence with the 
mandatory components of the International Professional Practices Framework (IPPF), providing a framework for 
performing audits, establishing a basis for evaluation and, encouraging improved business processes and 
operations.  

As the IIA states, “The Standards are a set of principles-based mandatory requirements…”. These should form the 
minimum of all your workpapers.  

We have developed a range of Internal Audit templates based on the requirements of the International Standards 
for the Professional Practice of Internal Auditing. Our templates have been developed to be generic enough so 
that they can be easily adaptable to any organisation, individual, or audit, yet contain the elements necessary to 
ensure compliance with the Standards. It should be noted however, that to confirm with the Standards, you must 
be able to show this with results of a quality assurance and improvement program (1321 -Use of “Conforms with 
the International Standards for the Professional Practice of Internal Auditing”). 

 

 

The Audit Flow 
Click on each circle below to be taken to the relevant section. Alternatively, you can follow the audit process over 
the next page. 
 

     

  

The 
Standards 

Planning Fieldwork Reporting Close 

https://global.theiia.org/standards-guidance/Public%20Documents/IPPF-Standards-2017.pdf
https://global.theiia.org/standards-guidance/Public%20Documents/IPPF-Standards-2017.pdf
https://global.theiia.org/standards-guidance/Public%20Documents/IPPF-Standards-2017.pdf
https://global.theiia.org/standards-guidance/Public%20Documents/IPPF-Standards-2017.pdf
https://global.theiia.org/standards-guidance/Public%20Documents/IPPF-Standards-2017.pdf
https://global.theiia.org/standards-guidance/Public%20Documents/IPPF-Standards-2017.pdf
https://global.theiia.org/standards-guidance/Public%20Documents/IPPF-Standards-2017.pdf
mailto:hello@myauditspot.com?subject=Internal%20Audit%20Templates%20please


 
 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

Planning 

B1 Background Research 
and Planning 

Click here for template 

Standard: 2201 – Planning 
Considerations 
Auditors must consider a range of 
components when planning the 
engagement.  

B2 Previous Reviews 

Click here for template 

Standard: 2201 – Planning 
Considerations 
Reviewing previous audit activity 
can help the audit team to better 
identify any high risk areas and note 
any changes which may have 
occurred within the business such as 
its operations and governance 
arrangements.   

B3 Risk and Controls 

Click here for template 

Standard: 2210 – Engagement 
Objectives 
Where a business already has an 
established risk and controls 
framework, it is important that the 
auditor review this and incorporate 
this into their audit work.  
 
For developing organisations without 
risk and control frameworks, the 
audit team should develop and 
manage their own risk registers.  
 
Be sure to consider fraud risks and 
legal non-compliance risks. 

B4 Planning with Business 

Click here for template 

Standard: 2201 – Planning 
Considerations 
Essentially your catch all, the 
planning with business meeting can 
really help the audit team to 
understand the basics of the 
business area, where its risks are, 
what systems it uses, its reporting 
and governance arrangements, who 
is involved in the process, and what 
the future challenges may be.  

B5 Audit Team Planning 
Meeting 

Click here for template 

Standard: 2201 – Planning 
Considerations 
This is your opportunity to discuss all 
your planning work and identify any 
errors which may require further 
investigations before you begin 
scoping. Include audit managers and 
Directors in this meeting will help 
ensure we have appropriately 
considered any ‘bigger picture’ 
items. B6 Terms of Reference / 

Scoping Document 
Click here for template 

Standard: 2210 – Engagement 
Objectives and 2220 – 
Engagement Scope 
From all the information we have 
gathered during our planning 
exercise, we should now be able to 
establish the Terms of Reference.  
 
The Terms of Reference should 
define the risks to be addressed, 
define the engagement objective, 
and clearly state the scope of the 
review. 
 
This should have business area 
approval / buy-in.   

B7 Audit Budget 

Click here for template 

Standard: 2230 – Engagement 
Resource Allocation 
To ensure a detailed audit can be 
performed, we must allocate the 
most appropriately skilled resources, 
provide sufficient time and allow for 
any contingencies.  
 
A well designed budget can also be 
used for performance monitoring. 
Additionally, it can assist any future 
audit teams to ensure they have 
appropriate resources allocated to 
this audit, or similar audits, in the 
future.  

B8 Audit Work Program 

Click here for template 

Standard: 2240 – Engagement 
Work Program 
The work program should set out 
what activities are going to be 
performed by the audit team to 
meet the audit objectives and scope. 
The work program should be 
reviewed and approved prior to 
beginning fieldwork. 

Your audit will only be as good as your planning. Failure to 
appropriately plan and scope the review can potentially result in risks 
not being appropriately reviewed, or improvement opportunities within 
the business not being identified.  
 
The Standards reflect how important the planning phase is, with the 
Standards considering everything from current risks and governance 
processes, through to current control frameworks within the business, 
and even the objectives of the review. These templates will help guide 
you throughout the Planning process and help you consider parts of the 
Standards.  
 
As always, be sure to check the Standards for yourself to make sure 
you have considered all the minimum components.  

http://wix.to/uEBgBCs
http://wix.to/aUBhBCs
http://wix.to/kUBiBCs
http://wix.to/1kBiBCs
http://wix.to/yEBjBCs
http://wix.to/VUBkBCs
http://wix.to/EEBlBCs
http://wix.to/y0BlBCs


 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
2310 – Identifying Information 2320 – Analysis and 

Evaluation 
2330 – Documenting 
Information 

2340 – Engagement 
Supervision 

Internal auditors must identify 
sufficient, reliable, relevant, and 
useful information to achieve 
the engagement’s objectives. 
When documenting your 
workpapers, detailing the source 
or name of the documents used 
not only helps meet the 
standard, but also those 
reviewing.  

Internal auditors must base 
conclusions and engagement 
results on appropriate analyses 
and evaluations. 

Internal auditors must document 
sufficient, reliable, relevant, and 
useful information to support 
the engagement results and 
conclusions. 
 
ISA 230 – Audit Documentation, 
also provides great detail on 
what’s expected when 
documenting workpapers.  

Engagements must be properly 
supervised to ensure objectives 
are achieved, quality is assured, 
and staff is developed. 

Fieldwork 

C1 Meeting Minutes 

Click here for template 

The importance of meeting minutes 
cannot be understated. Whilst the 
minutes alone cannot be used as 
audit evidence (remember the 
saying “inquiry alone is never 
enough”, they can certainly help in 
the fieldwork process, understanding 
the various parts of the topic, and a 
great way to catch action items. 

This is the guts of it. By now, you have done all the planning, worked 
out what your risk areas are, and now built a Work Program around 
how you are going to test and address each of the identified risks. 

Throughout the fieldwork phase, it’s important to ensure that all of 
your work is appropriately documented. If it’s not documents, it’s not 
done. At a minimum, each workpaper should include: 

• Scope area being addressed 
• Purpose/objective of the workpaper 
• Methodology – how we have performed the work 
• Tests 
• Outcome / conclusion 

 

Here, we have documented some of our key fieldwork workpapers and 
the standards which matter most to this part of the audit.  

 

C2 Key Processes and 
Controls 

Click here for template 

To better understand the processes 
and what controls are in place, it is 
important that the auditor 
documents in detail what the 
process is, how it is performed, what 
technology is involved, and the 
controls (both preventative and 
detective), that exist along the 
process. These notes should 
compliment the information found 
during planning and should inform 
any detailed sample testing.  

C3 Process Flows / Mapping 

Click here for template 

Process maps are a perfect way to 
simply show the end to end process. 
A well documented map should be 
easy to understand, but provide 
sufficient information so that the 
user can understand what the 
process actually is.  
 
Additionally, process maps can have 
controls, risks and general notes 
applied to each step of the process. 
By doing this, we are easily able to 
identify where key risks areas are, 
allowing us to be more direct with 
our audit testing. Identification of 
controls allows us to easily perform 
detailed testing and ensure the 
operational effectiveness of the 
control.  
 
Process maps can compliment the 
key processes and controls 
documented at C2.  

C4 Testing Workpaper 

Click here for template 

It’s not done unless its documented. 
This testing workpaper will help 
meet what is expected of a general 
testing workpaper, such as, 
objective of the workpaper, testing 
methodology, tests, outcomes and 
conclusions. 
 
The workpaper should have enough 
information in it to not only support 
our finding and conclusions, but also 
allow the reviewer to essentially 
reperform the task with no 
assistance.   

Standards relevant to fieldwork 

http://wix.to/rEBmBCs
http://wix.to/8kBmBCs
http://wix.to/gUBnBCs
http://wix.to/EEBoBCs


 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

2400 – Communicating 
Results 

2420 – Quality of 
Communications 

2421 – Errors and Omissions 2450 – Overall Opinions 

Internal auditors must 
communicate the results of 
engagements. 
 
Report can be a variety of 
formats, but are necessary to 
communicate results.  

Communications must be 
accurate, objective, clear, 
concise, constructive, complete, 
and timely 

If a final communication 
contains a significant error, the 
chief audit executive must 
communicate corrected 
information to all parties who 
received the original 
communication. 

The overall opinion must be 
supported by sufficient, reliable, 
relevant, and useful 
information.  

Reporting 

D1 Potential Issues List 

Click here for template 

The Potential Issues List (PIL) is a log 
of all issues identified during the 
audit. This should link directly back 
to the audit workpapers and the 
audit report, clearly showing what 
observations have been grouped to 
form one larger finding in a report, 
or which items have been dropped 
due to additional audit evidence.   

D2 Team Wrap Up Meeting 

Click here for template 

Using your PIL and the meeting 
template, this is where you discuss 
what was found, what the next 
steps are, and determine if there is 
any other info arising from other 
reviews which may impact our 
observations. Outcomes from this 
meeting will inform the report.  

D3 Meeting Minutes 

Click here for template 

Document those meetings and the 
outcomes from them. As we enter 
the reporting phase, this is very 
important in ensuring everyone is 
aware of the observations and in 
agreeance with the next steps.  

D4 Findings and Actions 
Workshop 

Click here for template 

Whilst you may have started 
drafting the report, before it is 
issued, we need to discuss findings 
and proposed recommendations 
with management. These workshops 
are a great way of bringing 
everyone on-board. By having 
management assist in the crafting of 
recommendations, we can ensure 
they will be relevant and achievable.  

D5 Internal Audit Report 

Click here for template 

Standard: 2410 – Criteria for 
Communicating 
Reports come in all shapes and sizes, 
but regardless, they need to be 
factually accurate, clear, and 
adherence with the relevant 
standards (see below). This 
deliverable is a direct reflection of 
the effort put into the entire audit.  

D6 Final Report Email 

Click here for template 

Standard: 2440 – Disseminating 
Results 
Closing out the report requires 
delivery via a formal final email.  
Alternatively, the final transmission 
can be via a printed report.  
The report and communications 
should be checked by management 
before being sent.  

D7 Internal Audit Survey 

Click here for template 

Survey’s are a quick and easy way 
to gain feedback from each review. 
For survey’s to be effective, a 
culture of giving feedback must exist 
within the business.  

D8 Team Debrief 

Click here for template 

It is important to discuss what 
worked well, and what could have 
been improved following each audit.  
 
In addition, responsibilities should be 
assigned to ensure outcomes from 
the debrief are actioned.  

The audit report phase is important for so many reasons. Not only is it 
the one major output of your work, but it is also a direct reflection of 
the effort and attention to detail which has been undertaken during the 
audit.  
 
An audit report also has the potential to value add by identifying 
opportunities or future considerations which may not have otherwise 
been surfaced.  
 
It is important that reports are communicated to the relevant 
stakeholders and appropriate management. Additionally, reports should 
be clear and concise as they will be constantly referred to for the action 
tracking / audit follow up process.  

Standards relevant to reporting 

http://wix.to/L0BqBCs
http://wix.to/9EBqBCs
http://wix.to/6UBrBCs
http://wix.to/VkBsBCs
http://wix.to/b0BtBCs
http://wix.to/vEBtBCs
http://wix.to/-kBtBCs
http://wix.to/sUBuBCs


 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Where to now? 
Visit www.myauditspot.com where there are a range of other templates to assist throughout the entire audit 
process. Templates range from audit planning, fieldwork and reporting documents, through to annual planning, 
audit committee reporting, and help guides.  

In addition to the above, there are regular blog posts covering hot topics currently being played out in the media. 
Finally, there is a collection of sites / resources which have an abundance of useful information which can help out 
on any audit.  

 

 

 

 

 

A1 Planning Checklist 

Click here for template 

Close 

Although the final report has been issued and the file now completed, 
there are a few good ‘housekeeping’ practices which should be 
undertaken.  
 
Ideally, these checklists presented below should be completed 
throughout the review. They should be completed alongside a file 
review whereby comments are lefts by the Manager on audit 
workpapers. A final report should not be issued until all checklists are 
completed and comments addressed.  
 
Follow the close out of the audit, all recommendations arising from the 
report should be included in the Action Tracking Database, updates to 
the risk register made (if required), and updates made to the Audit 
Universe.  

A2 Fieldwork Checklist 

Click here for template 

A3 Reporting Checklist 

Click here for template 

http://wix.to/GkBgBCs
http://wix.to/ckBoBCs
http://wix.to/cEBvBCs
http://paypal.me/myauditspot
https://www.myauditspot.com/

