DEFINS

TRAINING TITLE
AUDIT REPORT WRITING

Training Duration
5 days

Training Venue and Dates

S§S352 |Audit Report Writing 5 15-19 Dec 2025 $5,500 ABU DHABI, UAE

In any of the 4 or 5-star hotels. The exact venue will be informed later.

Training Fees

e $5,500 per participant for Public Training includes Materials/Handouts, tea/coffee
breaks, refreshments & Lunch

Training Certificate
Define Management Consultancy & Training Certificate of course completion will be
issued to all attendees.

TRAINING DESCRIPTION
This course provides a comprehensive guide to writing effective audit reports. It focuses on

the essential skills and techniques needed to create clear, concise, and well-structured reports
that effectively communicate audit findings, conclusions, and recommendations. Participants
will learn how to organize audit results, professionally present them, and tailor the content for
various stakeholders, ensuring the report serves as a valuable tool for decision-making and

improvement.

TRAINING OBJECTIVES

By the end of this course, participants will be able to:

e Understand the key components of an effective audit report.

e Learn how to organize and structure audit findings clearly and logically.

e Develop skills for writing clear, concise, and actionable audit recommendations.

e Gain the ability to communicate complex audit results to various stakeholders.

e Enhance proficiency in drafting audit reports that align with industry standards and

best practices.

WHO SHOULD ATTEND?

o Internal auditors, external auditors, and audit managers.
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o Compliance officers and quality assurance professionals.
e DProfessionals involved in auditing financial, operational, and regulatory aspects of
organizations.

o Individuals seeking to enhance their audit reporting and communication skills.

TRAINING METHODOLOGY
A highly interactive combination of lectures and discussion sessions will be managed to

maximize the amount and quality of information and knowledge transfer. The sessions will
start by raising the most relevant questions and motivating everybody to find the right
answers. You will also be encouraged to raise your own questions and to share in the
development of the right answers using your own analysis and experiences. Tests of multiple-
choice type will be made available on daily basis to examine the effectiveness of delivering the
course.

Very useful Course Materials will be given.

e 30% Lectures

e 30% Workshops and work presentation
e 20% Group Worké& Practical Exercises
e 20% Videos& General Discussions

COURSE PROGRAM:

Day 1: Introduction to Audit Report Writing

o Purpose and importance of audit reports in the audit process.

o Key characteristics of an effective audit report: Clear, concise, and objective.

o Understanding the audience: Tailoring reports for different stakeholders.

o Structure of an audit report: Executive summary, findings, conclusions, and
recommendations.

o Ethical considerations and professionalism in audit reporting.
Day 2: Organizing Audit Findings

o Gathering and analyzing data to support audit findings.

o Categorizing findings: Identifying strengths, weaknesses, and areas for improvement.
o Ensuring findings are supported by evidence and align with audit objectives.

e Best practices for writing clear and unbiased audit findings.

o Organizing findings into a logical structure: Chronological, thematic, or by risk level.

Day 3: Writing Effective Audit Conclusions
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o Developing clear, concise, and actionable audit conclusions.

« Linking findings to conclusions: Demonstrating cause and effect.
» Ensuring objectivity and clarity in conclusions.

» Balancing positive feedback with areas of concern.

» Writing conclusions that provide value to decision-makers and stakeholders.
Day 4: Crafting Actionable Recommendations

» Importance of providing practical, feasible, and actionable recommendations.
o Ensuring recommendations are aligned with audit objectives and findings.

o Writing recommendations that are clear, measurable, and realistic.

o Addressing potential risks, costs, and benefits in recommendations.

o Common pitfalls in writing recommendations and how to avoid them.
Day 5: Finalizing and Reviewing the Audit Report

o Reviewing and editing the audit report for clarity, accuracy, and completeness.
o Ensuring the report follows industry standards and organizational guidelines.
» Formatting and presenting the report for professional presentation.

e Responding to feedback and revising reports as needed.

NOTE:

Pre-& Post Tests will be conducted.

Case Studies, Group Exercises, Group Discussions, Last Day reviews, and assessments
will be carried out.
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