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Flowcharting
 Techniques for Audits

Context: “A picture is worth a thousand words” and graphical or symbolic representations, such as flowcharts, often provide auditors an effective way to facilitate comprehension and communication of information.  (Flowcharts are highly effective tools for evaluating controls.)

Techniques for preparing flowcharts: 

1. Direction flow convention: left to right and top to bottom

2. Annotate symbols used (if different than standard)

3. Evaluate comment to the recommendation

4. Show document source

5. Show areas of responsibility i.e., separation of duties 

Common Symbols and Their Use

	SYMBOL
	
	USE

	

	
	Terminal – shows where a process begins or ends; also, indicates transfer to another process or function, etc. 



	

	
	Paper documents and reports of all types – multiple copies may be indicated by a circled number (() in the bottom right corner of a single document symbol.  

	

	
	Multiple copies of a document – often used when it is intended to show disposition.  For example, 3 copies of a DD 1556 with the employee, Training, Officer, and vendor – each receiving a copy.

	

	
	Process – indicates an execution step, action taken or other activity – usually, a defined operation causing a change in value, form, or location of information. 

	

	
	Decision – indicates where a decision is made that requires a different action for a “yes” or “no” answer.


Common Symbols and Their Use (continued)
	SYMBOL
	
	USE

	

	
	Connector – indicates an exit to or entry from another part of the chart (same page or “on-page”) – keyed in by using numbers or letters.



	

	
	Connector – indicates an exit to or entry from another page of the chart (“off-page”) – keyed in by using the applicable page number (i.e., W/P index).

	

	
	Input or Output – indicates data entering or leaving a system (often used when a process results in electronic information: in some cases, have been used in lieu of the document symbol).

	

	
	Directional flowline – indicates the direction of processing or data flow.  For clarity, an arrowhead must indicate any deviation from the left-to-right and top-to-bottom conventions.



	

	
	Annotation – indicates the addition of descriptive comments or explanatory notes as clarification (normally, included within the flowchart).  Footnotes – at the bottom or side – can also be used to include written comments and clarification.
















�   Process Mapping is a similar technique that is equally effective and easy to use.  Please refer to published resources for further information. 
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