[Drafting note, delete before use: Draft for professional judgment. Tailor it to the entity, the engagement and your methodology, have legal counsel review it where needed, and check it against the current requirements that apply to you. It is not legal advice and does not by itself show compliance with any standard or rule. Hold the meeting before the draft report. The aim is to agree on the facts and to hear management’s view, not to negotiate the rating.]
	Item
	Entry

	Engagement
	[Name and number]

	Date, time and place
	[MM/DD/YYYY; Time; Place or link]

	Chair
	[Name]

	Minutes by
	[Name]



1. Attendees
	Name
	Title
	Present

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



2. Agenda
	No.
	Item
	Lead
	Time

	1
	Purpose of the meeting, objectives and scope recap
	Engagement lead
	[5 min]

	2
	Overall results and the rating approach
	Engagement lead
	[10 min]

	3
	Each finding: condition, criteria, cause, effect
	Auditor
	[30 min]

	4
	Management’s views and factual corrections
	Process owner
	[20 min]

	5
	Recommendations and the action plan: owners and dates
	All
	[20 min]

	6
	Positive observations
	Auditor
	[5 min]

	7
	Next steps and report timetable
	Engagement lead
	[5 min]



3. Discussion record
	Finding ref
	Discussion
	Factual points corrected
	Agreed?

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



4. Actions agreed
	Action
	Owner
	Due
	Linked finding

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5. Open points
	Point
	Owner
	Due

	
	
	

	
	
	

	
	
	



6. Next steps
1. Draft report issued by: [MM/DD/YYYY]
1. Management responses due: [MM/DD/YYYY]
1. Final report: [MM/DD/YYYY]
	Role
	Name
	Signature
	Date

	Engagement lead
	[Name]
	
	[MM/DD/YYYY]

	Process owner
	[Name]
	
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
