Organization and Management of the Audit

EWS has a standard file structure for all audits.  This structure contains 12 main files with various subdirectories and subordinate files.  Letter designators are assigned to each directory (A is the master index, followed by B through L).  Directories B through G are closely associated with the actual audit phases (prep through reporting), and the letter designators have been assigned so that directories are in a last-phase-first sequence, e.g., B has been assigned to the last audit phase–reporting–and G is for preliminary audit work.  Directories H and I are reserved for internal and external briefings and contacts.  Directories J and K are used by audit supervisors and team leaders for audit administration and team communication, and Directory L is a repository for criteria, post-audit documents, and continuing background information on the audit topic.  Letter designators and directory titles are as follows:

	DIRECTORY A
	MASTER INDEX

	
	Index of directory structure, accompanied by copies of indexes for each directory and an index of the hardcopy document folders.

	DIRECTORY B
	REPORT DOCUMENTS

	
	Documents accumulated during the reporting phase of the audit, from outlines through final cross-referencing.

	DIRECTORY C
	CERTIFICATIONS

	
	Documents in which auditors certify that workfiles meet audit standards.

	DIRECTORY D
	AUDIT VERIFICATION WORK FILES

	
	Documents accumulated during the verification phase of the audit.  Includes summaries of findings, verification phase audit plan, and workpapers 

	DIRECTORY E
	SURVEY DOCUMENTS

	
	Documents accumulated during the survey phase of the audit.  Includes Survey Summary Report, summaries of potential findings, survey phase audit plan, and workpapers

	DIRECTORY F
	RESEARCH DOCUMENTS

	
	Documents accumulated prior to the survey phase of the audit. Includes the approved audit program, prep phase audit plan, and initial briefing paper on the audit topic.

	DIRECTORY G
	CLIENT CONTACTS DOCUMENTS

	
	Reports of client briefings, contacts, and engagement letters made during the audit.  Does not include report resolution contacts, which are maintained in B_REPORT directory.

	DIRECTORY H
	INTERNAL  CONTACTS

	
	These files would document within the audit organization contacts especially for larger organizations that may have area offices or report to higher off site offices.  Rarely needed in small shops


	DIRECTORY I
	AUDIT ADMINISTRATION DOCUMENTS

	
	Documents which record audit administration.  Includes management of milestones and audit resources.

	DIRECTORY J
	WORK IN PROCESS

	
	This is where the work is done during the audit.  File folders for staff members are set as sub folders in the J folder.  All audit workpapers flow between the staff and supervisor sub folders.  Audit staff stores files in their sub folder and when ready for review creates a link to the file and posts it in the supervisor's file.  Supervisor reviews and notifies staff that file has been reviewed, Staff takes file and answers imbedded review notes (using word comment function) and returns to supervisor.  When complete the workpaper is moved to the appropriate permanent location in F, E, or D files depending upon the stage of the audit and the workpaper.  File would be indexed to the permanent location not the J file.  In the end the J file is empty.

	DIRECTORY K
	PERMANENT FILE DOCUMENTS

	
	Final report, post-audit correspondence and critique, and continuing background information on the audit topic.

	DIRECTORY L
	HARD COPY FILES

	
	In the event there is a need to retain some hardcopy documents, the L file serves as the electronic reference to the hardcopy file.  If the team has a scanner, most hard copy documents can be scanned into the electronic system and then this file would not be necessary.


Within each directory, workfiles can be further organized into subdirectories if one chooses.  This is an option to keep some files organized in groups.  For example in the B file there are many iterations of reports as the report process is developing.  Sub files might be, Report Draft, Review Draft, Agency Comment Draft, and Final Report
Throughout the audit, the auditors are preparing documents electronically and responding to reviewer's notes.  Cross-referencing and referencing are also accomplished electronically using editing techniques in the  software.  
Editing and Reviewing Audit Workfiles and Reports
In word and excel, review comments can be inserted using the insert comments commands.  Responses can be added to the comments box by using the edit comments command.  Likewise, for the supervisor acceptance of the answer to review notes.  Therefore, the whole chain of supervision is in one comment box.

Comments are inserted in the same manner as described for annotations.  However, with the Comments command, the computer automatically inserts the reviewer's initials and highlights it.  The auditor can either select the View menu and select view comments, or just place the cursor over the highlighted initials to view the comments.  A pop-up window will show up on screen to display the comments.  In the view comments mode, the auditor can add addenda to the comments and initial and date them.  For example, I am going to insert a comment right here
 and you can either place your cursor over the highlight or select view comment

The hyperlink command in Word and Excel provide for ready access to documents referred to in a group.  By inserting the hyperlink at the point of discussion the reader can jump to the workpaper being referenced..  Hyperlinking is ideal for cross referencing and referencing workpapers.
The "Track Changes" command is on the Tool menu and gives the options to view the changes while editing, save changes, etc.  This command is color coded by editor.  For example, I will make changes to this  sentence so you can see.  As you can see the edits are highly visible.  By placing the cursor over the edited material, you will see a pop-up window that shows who the editor was and the date the change was made.

Therefore, the reviewer's edits and comments are imbedded in the workfile at the pertinent location in the workfile that is being questioned.

In Excel, the insert comments command can be inserted anywhere in the document and it funtions identically to the insert comments command in Word.

Integrity of Workfiles

Depending upon the degree of security you want to have on files passwords can be used to protect access to documents. Since the auditor in charge maintains the official file and manages the work in process file, system integrity is secured.  Once the files are completed by the auditors to the satisfaction of the Auditor in Charge (AIC), a password can be  assigned and access is restricted.

AIC authenticity for the files is maintained in several ways.  First, the AIC controls the workfiles during their preparation.  Second, completed files can be protected by password known only to the AIC and the Audit Manager.  If the workfile does not have a password it has not been accepted as complete by the AIC.  Third, the AIC tracks the status of review of the workfiles.

At the conclusion of the audit, the audit files should be saved on disks and two copies should be made.  One copy should be maintained at an off-site storage location and the other maintained in the audit office.
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