
Internal Audit Documentation Guidelines 

Date: [Insert Date] 

To: [Internal Audit Team] 

From: [Your Name] 

Subject: Internal Audit Documentation Guidelines 

Introduction 

This memo outlines the guidelines for documentation required during the internal audit process 

to ensure compliance and consistency. 

Purpose of Documentation 

The purpose of documentation is to provide a clear understanding of the audit procedures, 

findings, and conclusions. 

Documentation Requirements 

• All audit procedures must be documented clearly. 

• Findings should be supported by evidence and referenced appropriately. 

• Documentation must be maintained in a secure and organized manner. 

• Follow the standard reporting format as outlined in the Internal Audit Manual. 

Retention of Documents 

All documentation should be retained for a minimum of [Insert Time Period] and must be 

accessible for future audits. 

Conclusion 

Adhering to these guidelines will ensure a thorough and effective audit process. Please make 

sure to familiarize yourself with and implement these documentation practices. 

Best Regards, 

[Your Signature] 

[Your Position] 


