
Audit Working Paper Organization Letter 

Date: [Insert Date] 

To: [Insert Recipient Name] 

From: [Insert Sender Name] 

Subject: Organization of Audit Working Papers for Operational Audits 

Dear [Recipient Name], 

As part of our ongoing efforts to enhance the efficiency and effectiveness of our operational 

audits, we are implementing a standardized organization for our audit working papers. This aims 

to improve clarity, accessibility, and compliance with auditing standards. 

Working Paper Organization Structure 

1. Introduction: Objective, scope and methodology of the audit. 

2. Planning Documentation: Risk assessments, audit plans and schedules. 

3. Fieldwork Evidence: Data collection forms, interview notes, and observation checklists. 

4. Findings and Recommendations: Identified issues, root causes, and suggested actions. 

5. Conclusion: Summary of overall findings and audit recommendations. 

Please ensure that all working papers adhere to this structure for future audits. This will facilitate 

a more streamlined review process and assist in maintaining comprehensive documentation. 

If you have any questions or require further clarification on the organization of audit working 

papers, please do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


