Internal Audit Report Template
[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. Keep the report to what the reader needs. Lead with the conclusion and the findings that matter. Put detail in the appendix.]
	Item
	Entry

	Report
	[Engagement name and number]

	Issued to
	[Process owner; executive sponsor; Audit Committee]

	Date
	[MM/DD/YYYY]

	Period covered
	[MM/DD/YYYY] to [MM/DD/YYYY]



1. Overall conclusion
	Overall rating
	Basis

	[Satisfactory / Needs improvement / Unsatisfactory]
	[Two or three sentences with the reasoning. State the rating scale in the appendix.]



2. Background, objectives and scope
[Why the audit was done, the objectives, what was in and out of scope, and the criteria used.]
3. Summary of findings
	Ref
	Finding
	Rating
	Action owner
	Due

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



4. Detailed findings
Finding [1]: [Title]
	Element
	Detail

	Condition (what we found)
	[Facts, with the number of items tested and exceptions]

	Criteria (what should be)
	[Policy, law, framework or good practice]

	Cause
	[Why it happened]

	Effect (why it matters)
	[Actual or potential effect, with amounts where known]

	Recommendation
	[What to do]

	Management response
	[Agree / disagree; action; owner; date]

	Rating
	[High / Medium / Low]



Finding [2]: [Title]
	Element
	Detail

	Condition
	

	Criteria
	

	Cause
	

	Effect
	

	Recommendation
	

	Management response
	

	Rating
	



5. Positive observations
[Practices that work well and could be used elsewhere.]
6. Limitations
[State any scope limits, data limits or areas not tested. State that the conclusion applies to the period and the scope described.]
Appendix A. Rating scale
	Rating
	Meaning

	High
	[Definition]

	Medium
	[Definition]

	Low
	[Definition]



Appendix B. Distribution
	Name
	Title
	For action or information

	
	
	

	
	
	

	
	
	

	
	
	



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.
