Audit Working Paper Organization Letter

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Organization of Audit Working Papers for Internal Audit
Dear [Recipient's Name],

I hope this message finds you well. As part of our ongoing efforts to enhance the efficiency and
effectiveness of our internal audit process, we are implementing a standardized approach to
organizing audit working papers. This method will facilitate easier access, review, and retention
of critical auditing information.

Working Paper Organization Guidelines

1. Document Structure: Each working paper should follow a consistent format, including
sections for the objective, scope, methodology, findings, and conclusions.

2. Naming Convention: Use a clear naming convention for files, incorporating the audit
title, date, and version (e.g., AuditName_YYYYMMDD_V1).

3. Indexing: All working papers must be indexed numerically or alphabetically for easy
reference.

4. Version Control: Ensure that all working papers are tracked with version numbers to
maintain an accurate historical record of changes.

5. Retention Schedule: Follow the established retention schedule for archival of completed
working papers.

We appreciate your cooperation in adhering to these guidelines, which will significantly
contribute to the integrity and efficiency of our audit processes. Should you have any questions
or require further clarification, please do not hesitate to reach out.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



