Walkthrough Documentation
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



[Drafting note, delete before filing: Draft for professional judgment. Tailor it to the engagement and to your firm’s methodology, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards. A walkthrough is one way to evaluate the design of controls and to determine that they have been implemented. Inquiry of entity personnel on its own does not give that evidence, so each step below pairs what was said with what was inspected or observed.]
1. Process and scope
	Item
	Entry

	Process / transaction cycle
	[Revenue and receipts / purchasing and disbursements / payroll / inventory / financial close / other]

	Financial statement areas and assertions served
	[Accounts and assertions]

	Systems and locations
	[ERP / sub-ledger / spreadsheet / third-party service provider] · [Location]

	Walkthrough date and duration
	[MM/DD/YYYY] · [Hours]

	People interviewed (name, title, role in the process)
	[Names]

	Change since last year
	[None noted / describe processes, systems or personnel that changed]



2. Transaction traced
Pick one transaction that is typical of the population and follow it from initiation to the general ledger and the financial statements. If the process has more than one path (manual and automated, domestic and foreign, standard and non-standard), repeat the walkthrough for each path.
	Item
	Entry

	Transaction selected and why it is representative
	[Reference, date, amount, selection basis]

	Initiated by
	[Name / title / system]

	Source documents inspected
	[Order, contract, invoice, receiving report, bank record]

	Posted to
	[GL accounts, journal entry number, posting date]



3. Step-by-step flow
	Step
	What happens
	Who / system
	Evidence inspected or observed
	Control (ID)
	Observations

	1
	[Initiation and approval]
	[Role]
	[Document and ref]
	[C-1]
	

	2
	[Processing and recording]
	
	
	
	

	3
	[Review, reconciliation or exception handling]
	
	
	
	

	4
	[Posting to the ledger and to the financial statements]
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	



[Attach or embed a flowchart or narrative if the process is complex. Cross-reference the step numbers above.]
4. Controls identified
	Control ID
	Control description (who, what, how often)
	Risk addressed and assertion
	Preventive or detective
	Manual or automated
	Information used (and how its accuracy was checked)
	Designed effectively?
	Implemented?

	C-1
	[Description]
	[Risk / assertion]
	[P / D]
	[M / A]
	[Report or source]
	[Yes / No]
	[Yes / No]

	C-2
	
	
	
	
	
	
	

	C-3
	
	
	
	
	
	
	

	C-4
	
	
	
	
	
	
	



5. Segregation of duties and information technology
1. Incompatible duties in this process (initiate, approve, record, custody, reconcile): [none noted / describe, and any compensating control]
1. Automated controls and reports that depend on IT general controls: [list], with the ITGC area to be addressed: [access / change management / operations]
1. Reliance on a service organization: [none / name, report type, period covered, complementary user entity controls]
1. Spreadsheets or end-user tools in the process: [none / list, with how they are protected from change]
6. Deviations and matters noted
	Matter
	Effect on risk assessment
	Follow-up
	Ref

	
	
	
	

	
	
	
	

	
	
	
	



7. Conclusion
[Document whether the process is understood well enough to identify where misstatements could arise; which controls were evaluated and found suitably designed and implemented; which controls will be tested for operating effectiveness; and whether the walkthrough changes the risk assessment, with reference.]
Preparer and reviewer sign-off
	Role
	Name
	Signature or initials
	Date
	Extent of review

	Prepared by
	[Name]
	[Initials]
	[MM/DD/YYYY]
	Not applicable

	Reviewed by (senior / manager)
	[Name]
	[Initials]
	[MM/DD/YYYY]
	[Full / selected items]

	Reviewed by (engagement partner)
	[Name], CPA
	[Initials]
	[MM/DD/YYYY]
	[Full / significant matters and judgments]



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.
