
Audit Procedural Guidelines for Operational 

Audits 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Operational Audit Procedural Guidelines 

Dear [Recipient's Name], 

As part of our commitment to ensuring efficient and effective operations throughout the 

organization, we have established a set of procedural guidelines for conducting operational 

audits. The following outlines the key steps and expectations during the audit process: 

1. Audit Planning 

• Identify audit objectives and scope 

• Develop an audit timeline 

• Assign audit team members 

2. Preliminary Assessment 

• Conduct interviews with key personnel 

• Review relevant documentation 

• Analyze operational processes 

3. Fieldwork 

• Perform detailed testing and observations 

• Document findings and gather evidence 

• Maintain communication with stakeholders 

4. Reporting 

• Prepare a draft report of findings 

• Review report with management 

• Issue final report with recommendations 

5. Follow-Up 



• Establish a follow-up plan for recommendations 

• Monitor implementation of changes 

• Evaluate the effectiveness of recommendations 

We appreciate your cooperation and commitment to this important process. If you have any 

questions or need further clarification on the guidelines, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


