Conducting Financial
Audit

This playbook outlines the steps necessary to perform
an internal financial audit. It ensures that financial
records are accurate and compliant with the relevant
financial reporting standards and regulatory
requirements.

Step 1: Preparation

Review the scope and objectives of the audit. Gather necessary
financial documents, such as previous audit reports, financial
statements, ledgers, and supporting documentation. Ensure access to
financial systems and data.

Step 2: Planning

Develop an audit plan detailing the approach, resources, and
timeline. Define key areas of risk and the methods for testing
financial records. Schedule meetings with relevant staff.

Step 3: Execution

Execute the audit according to the plan. Perform tests on financial
data to assess accuracy, completeness, and compliance with
accounting standards. Collect evidence to support findings.



Step 4: Review

Analyze the audit findings and discuss potential issues with the team.
Review the evidence and compare them against the criteria set in the
planning phase.

Step 5: Reporting

Prepare a draft audit report outlining the findings, conclusions, and
any discrepancies or non-compliance issues uncovered. Allow for
management response.

Step 6: Finalize

Incorporate management's responses into the final report. Ensure
that all significant issues are addressed and agreed upon. Distribute
the final audit report to stakeholders.

Step 7: Follow-up

After report distribution, conduct follow-up meetings to discuss
corrective actions and improvements. Schedule any necessary follow-
up audits to ensure compliance and resolution of issues.

General Notes

Confidentiality

Maintain strict confidentiality throughout the audit process. Only
share findings with authorized personnel to safeguard sensitive
financial information.



Compliance

Ensure that the audit is performed in accordance with relevant
accounting standards, laws, and regulations. Consider guidelines
from governing bodies such as the GAAP, IFRS, or specific industry
regulations.

Professionalism

Uphold professional and ethical standards throughout the audit.
Apply objectivity, due care, and skepticism when reviewing and
interpreting financial records.
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