[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. Privileged and confidential: label it as counsel directs and limit distribution. Keep to facts and evidence; opinions about guilt belong to the decision-makers.]
	Item
	Entry

	Case ID
	[WB-000]

	Prepared for
	[Audit Committee / General Counsel]

	Prepared by
	[Name, Title]

	Date
	[MM/DD/YYYY]

	Distribution
	[Names]



1. Summary
[Two or three sentences: the allegation, the conclusion and the recommended action.]
2. Background and allegation
[How and when the matter came to notice, the allegation in neutral terms, the persons and areas involved, and the period.]
3. Scope, authority and independence
1. Authority to investigate: [Committee resolution / counsel instruction].
1. Conflicts checked for everyone on the team: [None found / handled as follows].
1. Limits on scope: [None / describe].
4. Approach
	Step
	Description
	Dates

	Evidence preservation
	[Holds on email and data; image of devices; secured documents]
	

	Document and data review
	[Ledgers, emails, approvals, access logs]
	

	Interviews
	[Names and roles; counsel present as needed]
	

	Forensic analysis
	[Specialist; scope]
	



5. Facts and findings
	No.
	Fact or finding
	Evidence
	Source ref

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6. Financial effect
	Item
	Amount (USD)
	Basis
	Recoverable?

	
	
	
	

	
	
	
	

	
	
	
	



Effect on the financial statements and on controls, and whether prior periods are affected: [text]. Refer to the deficiency evaluation for control failures.
7. Control failures and root cause
	Control or process
	Failure
	Root cause
	Recommended fix

	
	
	
	

	
	
	
	

	
	
	
	



8. Conclusion
[Whether the allegation was substantiated, partly substantiated or not substantiated, with the basis. Do not go beyond what the evidence shows.]
9. Recommendations
	No.
	Recommendation
	Owner
	Due

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



10. Required notifications
	Party
	Required? (counsel decides)
	Done on

	Audit committee
	
	

	External auditor
	
	

	Insurer
	
	

	Regulators or law enforcement
	
	

	Lenders or counterparties
	
	



	Role
	Name
	Signature
	Date

	Investigator
	[Name]
	
	[MM/DD/YYYY]

	General Counsel
	[Name]
	
	[MM/DD/YYYY]

	Chair, Audit Committee
	[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.
