Process Flowchart Legend and Conventions
[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. Adopt one set of symbols for all process flowcharts and keep it with the narratives. The shapes below are common conventions, not a requirement of any standard.]
1. Purpose
A flowchart shows how a transaction moves through a process so that a reviewer can find where a control sits and where a risk could arise. A legend makes charts drawn by different people read the same way.
2. Symbols
	Symbol
	Name
	Use

	Oval or rounded rectangle (terminator)
	Start or end
	Where the process begins or ends. Label with the trigger or the result.

	Rectangle
	Process step
	An action performed by a person or system. Start the label with a verb.

	Rectangle with double side lines
	Subprocess
	A step described in detail on another chart. Reference the chart.

	Diamond
	Decision
	A yes or no question that changes the path. Label each exit.

	Parallelogram
	Input or output
	Data entering or leaving the process, such as a file or a report.

	Document shape
	Document
	A paper or electronic document created or used. Name it.

	Cylinder
	Database or system
	A system of record. Name the application.

	Circle with a letter or number
	Connector
	A jump to or from another place on the chart or page.

	Flag (pennant) beside the step, marked with the control ID
	Control
	A step where a control operates. Use the ID from the risk and control matrix and add the tags in section 5, including K for a key control. Do not use a diamond, which marks a decision.



3. Swim lanes
1. One lane per role, department or system. Put the lane name on the left.
1. Every step sits in the lane of who performs it. A step that crosses lanes is a handoff and should be shown as an arrow across the lane boundary.
1. Show the third-party service providers in their own lane.
4. Drawing rules
1. Flow runs left to right and top to bottom.
1. A step has one path out. Only a merge point has more than one path in, and a decision has at least two paths out.
1. Number each step and use the same numbers in the narrative table.
1. Show errors and exceptions, not only the normal path.
1. Keep a chart to one page. Move detail to a subprocess chart.
1. Show where the process starts in a system and where it posts to the general ledger.
5. Control tags
	Tag
	Meaning

	P
	Preventive control

	D
	Detective control

	A
	Automated

	M
	Manual

	ITDM
	IT-dependent manual control, which relies on a system report

	K
	Key control



6. Version control
	Chart
	Version
	Date
	Prepared by
	Reviewed by
	Change

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



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.
