[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. Send it to the process owner and their manager before fieldwork starts. Agree scope with the owner, but the scope decision stays with internal audit.]
	Item
	Entry

	To
	[Process owner], [Manager]

	Cc
	[Executive sponsor]; [Chief Financial Officer]; Audit Committee Chair (as the charter requires)

	From
	[Name], Chief Audit Executive

	Date
	[MM/DD/YYYY]

	Engagement
	[Engagement name and number]



1. Why we are doing this audit
[Reference to the annual plan approved by the audit committee on [MM/DD/YYYY], and the risk that put this area on the plan.]
2. Objectives and scope
	Item
	Entry

	Objectives
	[What the engagement will conclude on, for example whether controls over [process] are designed and operating effectively]

	In scope
	[Processes, systems, locations, period]

	Out of scope
	[Areas excluded and why]

	Criteria
	[Policy, law, framework or contract used to judge the area]



3. Timeline
	Step
	Planned date

	Kickoff meeting
	[MM/DD/YYYY]

	Fieldwork start and end
	[MM/DD/YYYY] to [MM/DD/YYYY]

	Closing meeting
	[MM/DD/YYYY]

	Draft report
	[MM/DD/YYYY]

	Management responses due
	[MM/DD/YYYY]

	Final report
	[MM/DD/YYYY]



4. Team
	Role
	Name
	Contact

	Engagement lead
	[Name]
	[Email / phone]

	Auditor
	[Name]
	[Email / phone]

	Specialist
	[Name]
	[Email / phone]



5. What we need from you
1. A contact person for the audit and access to the process owners.
1. Access to the systems, reports and records listed in the attached request list, by [MM/DD/YYYY].
1. Policies, procedures, process descriptions and organization charts.
1. Prior reviews, incidents or concerns we should know about.
1. Notice of any change in the process, systems or people during the audit.
6. Information request list
	No.
	Item
	Format
	Due
	Received

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



7. Confidentiality
We treat the information we receive as confidential and use it only for the engagement. Findings are shared first with you so that facts are agreed before the report is drafted.
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.
