AUDITRIBE

PROCESS NARRATIVE TEMPLATE

Document a business process in a way that helps another auditor understand the flow, responsibilities, systems, controls
and exceptions.

Recommended structure
- Process objective and scope.
- Trigger or input that starts the process.
- Step-by-step activity flow in chronological order.
- Roles and responsibilities at each step.
- Systems, reports and documents used.
- Key risks and controls embedded in the process.
- Exception handling and escalation.
- Outputs, records retained and process completion.
Writing tips
- Write what actually happens, not what the policy says should happen.
- Use clear role names instead of vague words such as 'they'.
- Identify manual interventions and spreadsheet dependencies.

- Flag steps where one person can initiate and approve the same transaction.
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