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Raven Global Training 
Course Syllabus

Writing Effective Audit Reports
Two Day Outline


Course Overview
Internal Audit reports are often viewed as a necessary evil to both auditors and management alike.  Communicating audit results is sometimes difficult, but it doesn’t have to be painful.  Imagine business management actually requesting an audit report because they see the report as a welcomed tool that assists them with meeting their business objectives.  This course is designed to help auditors learn techniques to communicate risks, process deficiencies, and opportunities for improvement to management and other interested parties.  You’ll learn the elements of an audit observation, including elements most useful in selling observations to management.  Participants will learn how to apply the principles of effective report writing, including writing accurate, clear, complete, concise, timely, objective, and constructive reports. The course teaches techniques to complete the audit reporting process timely and create audit reports that show management the value that Internal Auditors provide to an organization. You will receive one on one consultation and feedback from your course facilitator.
Who Should Attend:
Calling all auditors who desire effective and meaningful audit reports that are concise and address the risks of the business and auditors desiring to expedite audit report delivery. 
Auditors who need to learn techniques to write clear, concise, effective and meaningful audit reports.
Learning Objectives
At the end of this program, attendees will be able to:

Identify, understand, and analyze your audience
Communicate risks, process deficiencies, and opportunities for improvement effectively
Sell observations and recommendations to management
Write effective audit reports 
Deliver meaningful reports timely
Program level:  Intermediate
Prerequisites:  at least 3 months of audit experience or completion of Beginning Auditor Training
Advance Preparation:  None
Instructional Method:  Group-live
Recommended CPE credit to be awarded for the program:  Field of Study – Auditing
Program registration requirements:  Contact RGT to register. We accept Cash, Check, and Paypal.

Course Outline (16 CPE))
Day 1:

1. What is a good audit report?

Audit reporting standards

Understanding and writing for your audience
Key components and organization of the audit report
Discover how to use TAC4O to comply with IIA Communication Standards
2. Techniques for integrating the report writing process throughout the audit

3. Writing an executive summary
Practice & evaluation of executive summary writing
Day 2:

4. Styling your report

Writing concisely

Establishing the right tone (if you don’t your message will get lost)
Increasing readability and clarity
5. Writing audit observations (attendees should bring examples of their concerns to class)

Learn the five element approach for an observation

Practice & evaluation of audit observation writing

6. Selling audit observations to client management
7. Negotiating and evaluating management action plans and responses

8. Exploring best practices and trends in audit reporting
Free Takeaways
Audit report templates

Refunds and Cancellations:

Subject to the written contract between Raven Global Training and the Client. Contact RJ Catlin at rjc@ravenglobaltraining.com, for additional administrative policies, including refunds, cancelations, and complaints. For more information regarding administrative policies such as complaint and refund, and cancellation please contact our offices at 571-283-1878.

Course Registration: 

Registration is processed exclusively by the Client. Contact Client for registration.

CPE: 

Raven Global Training is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education on the National Registry of CPE Sponsors.  State boards of accountancy have final authority on the acceptance of individual courses for CPE credit.  Complaints regarding registered sponsors may be submitted to the National Registry of CPE Sponsors through its website:   www.learningmarket.org
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