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AUDIT WALKTHROUGH & INTERVIEW NOTES
TEMPLATE

A structured guide for understanding how a process actually works before designing detailed audit tests.

Before the walkthrough

- Define the process or transaction you want to follow.

- Identify the process owner and key participants.

- Review policies, procedures, prior findings and available process maps.

Questions to capture

- What starts the process and what marks completion?

- Who performs, approves, records and reviews each key step?

- Which systems, reports and spreadsheets are used?

- What can go wrong at each step?

- What control prevents or detects the risk?

- What happens when the normal process fails or an exception occurs?

Evidence to retain

- Screenshots or system references where permitted.

- Sample documents used during the walkthrough.

- Names and roles of participants.

- Control owner, frequency and evidence of performance.

- Open questions requiring follow-up.
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