
Audit Working Paper Organization 

Date: [Insert Date] 

To: [Insert Recipient Name and Title] 

From: [Insert Your Name and Title] 

Subject: Organization of Audit Working Papers for Performance Audits 

Introduction 

This document outlines the organization and structure of audit working papers for performance 

audits to ensure clarity, efficiency, and compliance with relevant standards. 

Working Paper Structure 

• Cover Page: Title of the audit, date, and preparer's name. 

• Table of Contents: List of all sections and their page numbers. 

• Objectives: Define the objectives of the audit. 

• Scope: Outline the scope of the audit, including areas and timeframes.  

• Methodology: Detail the approach and techniques used in the audit. 

• Findings: Document findings with evidence and analysis on separate pages. 

• Recommendations: Provide actionable recommendations based on findings. 

• Conclusion: Summarize the overall assessment and its implications. 

• Appendices: Include relevant supplementary materials and data. 

• References: List all sources of information used in the audit. 

Filing and Storage 

All working papers should be organized in the following manner: 

1. Physical or digital binder labeled with the audit title. 

2. Chronological order based on the timeline of the audit activities. 

3. Easily accessible for review and follow-up. 

Conclusion 

Adhering to this framework for organizing audit working papers will enhance transparency and 

facilitate the audit process. 

Best Regards, 



[Your Name] 

[Your Position] 

[Your Organization] 


