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--- PRE-AUDIT PREPARATION & SCOPE DEFINITION ---
[ ] Audit Project Name
[ ] Audit Objectives & Scope Description
[ ] Audit Commencement Date
[ ] Audit Severity Level (Low, Medium, High, Critical)
[ ] Departments to be Audited (Finance, Operations, Human Resources, IT/Security, Legal/Compliance)
[ ] Audit Charter or Reference Policy
[ ] Lead Auditor Approval

--- AUDIT DOCUMENTATION & EVIDENCE COLLECTION ---
[ ] Document Retrieval Date
[ ] Document Type (Financial Statement, Policy Manual, Training Log, Compliance Certificate, Third-party Contract)
[ ] Evidence Attachment
[ ] Document Reference ID
[ ] Observations & Discrepancies
[ ] Verification Status (Complete, Incomplete, Requires Re-submission, Missing)
[ ] Auditor Verification Signature

--- PROCESS VERIFICATION & CONTROL TESTING ---
[ ] Control Test Status (Pass, Fail, In Progress, Not Applicable)
[ ] Control ID/Reference Number
[ ] Observation Notes
[ ] Evidence Documentation
[ ] Testing Completion Date
[ ] Auditor Verification Signature

--- DISCREPANCY IDENTIFICATION & RISK ASSESSMENT ---
[ ] Discrepancy Description
[ ] Detailed Impact Analysis
[ ] Risk Severity Level (Critical, High, Medium, Low)
[ ] Affected Departments (Finance, Operations, IT / Security, HR / Legal, Customer Service)
[ ] Date of Discovery
[ ] Supporting Evidence

--- CORRECTIVE ACTION PLAN (CAP) DEVELOPMENT ---
[ ] Identified Deficiency Summary
[ ] Root Cause Analysis
[ ] Risk Priority Level (Critical, High, Medium, Low)
[ ] Remediation Task Description
[ ] Remediation Deadline
[ ] Responsible Departments (Operations, Finance, IT/Security, Human Resources, Legal/Compliance)
[ ] Audit Manager Approval

--- AUDIT REPORT FINALIZATION & DISTRIBUTION ---
[ ] Final Audit Report Title
[ ] Report Finalization Date
[ ] Audit Severity Level (Low, Medium, High, Critical)
[ ] Executive Summary of Findings
[ ] Distribution List (Stakeholders) (CEO/Executive Board, Compliance Officer, Department Head, Legal Counsel, Operations Manager)
[ ] Upload Finalized Audit Report (PDF)
[ ] Lead Auditor Approval Signature

--- POST-AUDIT FOLLOW-UP & VERIFICATION ---
[ ] Follow-up Completion Date
[ ] Remediation Status (Pending, In Progress, Resolved, Closed - No Further Action Required)
[ ] Verification Notes & Observations
[ ] Evidence of Remediation
[ ] Auditor Verification Signature
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