[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. One form per finding. The action owner completes it. Internal audit follows the action to closure and verifies it before closing.]
	Item
	Entry

	Finding reference and title
	[Ref; Title]

	Report and date
	[Report; MM/DD/YYYY]

	Rating
	[High / Medium / Low]

	Action owner
	[Name, Title]

	Executive sponsor
	[Name, Title]



1. Management’s position
	Item
	Entry

	Agree with the finding?
	[Agree / Partially agree / Disagree]

	If you disagree, why
	[Reason and evidence]

	Risk if no action is taken
	[Text]



2. Root cause
[What caused the issue? An action that only fixes the symptom will not stop it from happening again.]
3. Corrective action plan
	Step
	Action
	Owner
	Start
	Due
	Evidence to show it is done

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



4. Interim measures
[What will reduce the risk until the corrective action is done?]
5. Resources and dependencies
[People, budget, systems and other teams needed, and any dependency that could delay the plan.]
6. Extension request (if any)
	Item
	Entry

	Original due date
	[MM/DD/YYYY]

	Requested new date
	[MM/DD/YYYY]

	Reason for delay
	[Text]

	Approved by (sponsor; audit committee if the rating is high)
	[Name; Date]



7. Verification by internal audit
	Item
	Entry

	Evidence reviewed
	[List]

	Verification date
	[MM/DD/YYYY]

	Result
	[Closed / Not closed: reason]

	Verified by
	[Name]



	Role
	Name
	Signature
	Date

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

	Executive sponsor
	[Name]
	
	[MM/DD/YYYY]

	Internal audit
	[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.
