IT Audit Documentation Procedures

Date: [Insert Date]

To: [Recipient Name]

From: [Your Name]

Subject: IT Audit Documentation Procedures

Dear [Recipient Name],

As part of our ongoing efforts to ensure the integrity and security of our IT systems, we have
established a set of procedures for documenting the IT audit processes. This documentation will

serve as a framework for maintaining compliance and tracking the effectiveness of our IT
controls.

Pu rpose
The purpose of this letter is to outline the procedures for documenting IT audits, which include:

Planning and preparation

Risk assessment

Fieldwork execution and evidence collection
Reporting findings

Follow-up and remediation

AR

Documentation Requirements

All audit documentation must meet the following requirements:

e Be clear, accurate, and complete

e Include all relevant data and evidence

« Beorganized in a manner that facilitates review

o Be stored securely with controlled access
Conclusion

Please ensure that these procedures are followed during the upcoming audit cycle. Should you
have any questions or require further clarification, do not hesitate to reach out.

Thank you for your cooperation.

Sincerely,



[Your Name]
[Your Position]
[Your Company]



