
Internal Audit Preparation Checklist for Companies
Preparing for an internal audit requires a comprehensive checklist to ensure all company processes are scrutinized effectively.
This checklist helps businesses verify compliance, assess risk management, and enhance operational efficiency. Proper
preparation streamlines the audit process, minimizing disruptions and maximizing insights.

1. Pre-Audit Planning

Define audit objectives, scope, and criteria.
Notify relevant departments and teams of audit schedules.
Assign internal audit coordinators.
Gather background information and previous audit reports.
Identify applicable standards, laws, and regulations.

2. Documentation and Records Review

Compile policies, procedures, and manuals for review.
Prepare organizational charts and process flowcharts.
Assemble financial records, including statements and ledgers.
Collect HR documentation (training records, certifications, contracts).
Review incident logs, corrective action reports, and risk assessments.

3. Operational Readiness

Ensure all staff are aware of their roles in the audit process.
Conduct pre-audit meetings to address concerns and clarify expectations.
Update records and correct known discrepancies.
Prepare facilities and workspaces for auditor access.

4. Compliance and Risk Management

Check compliance with legal, regulatory, and internal requirements.
Review risk management plans and evidence of monitoring activities.
Verify the implementation of previous audit recommendations.
Ensure documentation of internal control procedures.

5. Communication and Follow-Up

Designate a central point of contact for auditors.
Prepare to respond to audit requests and provide supporting evidence promptly.
Plan for discussing preliminary findings and feedback meetings.
Schedule post-audit reviews to implement improvement actions.

Tip: Maintaining version-controlled checklists and continually updating them after each audit cycle ensures continuous
improvement in audit preparedness.
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