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and automation, 44, 45, 47
and editing process, 144
executive certification, 91
writing standards, 28, 29

Acronyms, use of, 58, 105, 106
Adjectives, 158. See also

Modifiers
“Agree,” use of with prepositions,

125
AICPA. See American Institute of

Certified Public Accountants
(AICPA)

American Institute of Certified
Public Accountants (AICPA)

communication guidelines, 38,
39

professional standards, 38
and risk terminology, 16
SAS 61, 38
SAS 112, 38

“Amount” versus “number,” 105
Analytical method of report 

organization, 74
Annual internal control report,

32, 174
Apostrophes, 135, 136

Appendices
backup documentation, 59
and detailed data, 74
use of, 19

Asia, communication issues, 152
Atkinson, Cliff, 129
Audience

analyzing, 152–157
informal surveys and

preferences, 96
Audit committees

Auditor Reports to Audit
Committees (SOX Section
204), 31, 172

expanded role of, 20
report format preferences, 06

Audit components
collaboration on, 13–15
noncompliance, disclosure of,

14
traditional, 14, 15

Audit process
collaboration, 10, 13–15, 22,

76, 77, 152
communication skills required,

11–23. See also
Communication

core issues, deciding on, 1
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Audit process (Cont.)
documentation, 3, 36, 37,

203–210
executive summary, 22, 23, 57,

59
first meeting, 11–13
flowchart, 6, 7, 9
information to include, deciding

on, 16–19
linking (synthesis thinking),

19–21, 36
listening skills, 11–13. See also

Listening skills
revision and rewriting, 21, 22.

See also Editing
Audit request form, use of, 13
Audit trails and advantages of 

automation, 45
Auditors

and advantages of automation,
46

Certified Information Systems
Auditor (CISA), 52

communication. See
Communication

and IT audits, 50–52
knowledge and expertise, 45,

52, 181, 182
report to audit committee, 31,

172
role of, 218

Automation
advantages of, 44–47
and audit reports, 43
business English, 75
challenges, 47–50
importing text, 58
and need for writing, 91
and report format, 57–59
and Sarbanes-Oxley, 44

BBI Group, 20
Brody, Richard, 17
Brown, John Seely, 149

Capitalization, 138, 139
Causes as traditional audit

component, 15
Certified Information Systems

Auditor (CISA), 52
Checklists

audience analysis, 154
IT reports, 50, 51

Chief Audit Executives (CAEs), 2
Chief executive officer (CEO)

certification of financial reports
and disclosures, 32, 91,
172–174

responsibilities, 217
Chief financial officer (CFO)

certification of financial reports
and disclosures, 32, 91,
172–174

responsibilities, 217
Clarity, writing standards, 

28–30
COBIT/COSO, 156
Collaboration

on audit plan, 13, 14
and deciding on core issues, 15
importance of, 76, 77, 152
need for, 10
and rewriting process, 22

Colons, 136
Commas, 135–137. See also

Punctuation
and editing process, 146
sample sentences with 

errors and corrections,
226–228

Committee of Sponsoring
Organizations of the
Treadway Commission
(COSO), Integrated
Framework for Internal
Controls

generally, 2, 39, 40
provisions of, 211–221
voluntary compliance with, 151
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Communication
AICPA guidelines, 38, 39
and audience analysis, 96,

152–157
and audit documentation, 36
and audit process, 6
auditors and IT, 49–52
collaborative, 152
COSO framework for internal

controls, 39, 40, 214
deficiencies and material

weaknesses, 200–202
duty to communicate

engagement results, 1, 170,
171

e-mail, 85–89
and essential versus nonessential

information, 16–19
graphics, use of. See Graphics
informal discussions, 76, 77
Institute of Internal Auditors

(IIA) standards, 26–28, 78,
170, 171

interpretation of information,
12, 13

linking (synthesis thinking),
19–21, 36

listening skills, 11–12, 15, 78,
79, 154, 155

need for, 10, 11
on-the-job talking (OJT), 77
oral, 78, 80, 82, 83
PCAOB Auditing Standard No.

2, 35, 200–203
positive versus combative

conversation, 82, 83
probing for information. See

Probes
Sarbanes-Oxley implications,

31–33
SAS 61, Auditor’s

Communication with Those
Charged with Governance,
38

shared interpretations, 77
telephone, 83–85
tips and techniques, 79
and walkthroughs, 82

Comparative method of report
organization, 74

Completeness
executive certification of, 32,

91, 172–174
as writing standard, 28, 30

Comprehensive audit reporting
process. See Audit process

Computer Sciences Corporation,
10

Conciseness
achieving, 107–111
as writing standard, 28, 30

Conclusions
and executive summary, 23
IIA communication standards,

26
Conditions as audit component,

15
Connectedthinking, 21
Consistency, checking for, 145
Constructiveness as writing

standard, 28, 30
Core issues, 15, 16
Corporate responsibility for

financial reports, 31, 32,
172–174

Cover letter, 59
Criteria, as traditional audit 

component, 15
Cultural comparison, 152–154
Currencies, 159

Data analysis
and advantages of automation,

47
filtering data, 48

Data definition, 12
Data gathering, 6, 20
Data synthesis, 20, 21
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“Data” versus “information,” 105
Deductive approach, data

synthesis, 20, 21
Deference, 82, 83
Deficiencies, 16, 177, 178
Diamond, Irv, 156
Disclosure of noncompliance, 14,

171
Distribution of results, 27, 28
Diversity, 152
Documentation, PCAOB Auditing

Standard No. 3, 23, 36, 37,
203–210

Duguid, Paul, 149
Duty to communicate engagement 

results, 1

E-mail communication
brevity, 85, 86
examples, 86–88
recipients of, limiting, 85
tips and techniques, 89

Editing
active voice, 147
adverbs, 146
commas, 146. See also Commas
executive summary, 23
graphic continuity, 145
misplaced modifiers, 147
paragraph structure, 147
as part of writing process, 22
punctuation, 146
reading aloud, 148
reading backward, 147
and reliance on spellcheckers,

144, 145
subject/verb agreement, 146. See

also Verbs
tips and techniques, 145
use of -ion and -ment words,

146
Effective writing, tips and

techniques  for, 93

Effects, as traditional audit
component, 15

Enron, 162
Enterprise Risk Management

(ERM), 2
Event-driven companies, 10
Excel

accuracy of spreadsheets, 47
and report formats, 58, 59
tables and graphics tools, 

use of, 141
use of, 21

Executive summary
automated formats, 57
as part of report, 22, 23
and reader expectations, 59

Executives
certification of accuracy and

completeness of financial
reports, 32, 91, 172–174

Expletives, 109, 110

Few, Stephen, 141
Filtering of information and 

data analysis, 48
Financial institution audit report

template, 66–71
Financial reports, Corporate

Responsibility for (SOX
Section 302), 31, 32,
172–174

Flowchart, audit process, 6, 7, 9
Follow-up inquiries, 82
Footnotes, 142
Foreign Corrupt Practices Act,

156
Format of reports

appendices, 19, 59, 74
audit committee preferences, 

96
and automation, 57–59
basic principles, 60
expectations, 59, 60
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financial institution audit report
template, 66–71

guidelines, 59
headings and subheadings, 75
internal audit report template,

61–65
IT management deficiency

report template, 72, 73
organizational methods, 74
spacing, 75
style guides, 40, 59
Table of Contents (TOC), 13,

59, 96, 145
tables, 74, 75, 141, 142
tabular, 57, 58, 74, 131

Functional method of report 
organization, 74

Gallagher, Robert F., 162
Garbage-in, garbage-out, 

47, 91
Generalities, avoiding, 104, 105
Generally Accepted Accounting

Principles (GAAP), 156
Generally Accepted Auditing

Standards (GAAS), 181
Gill, Jasvir, 27
Girard, Stephane, 27, 155
Global Integrator, 152–154
Global issues. See Multinational

organizations
Grammar

active voice, 100, 101, 109
and global use of English

language, 157–158
modern rules, 98, 99
modifiers, 123, 124, 146, 147,

158, 224–226
nouns, 138, 146
parallel structure, 103, 104,

118, 119
sentence structure. See Sentence

structure

subject and verb agreement, 99,
100

verbs. See Verbs
Graphics

and appearance of report, 140,
141

footnotes, 142
graphic continuity, 145
graphs, 143, 144
tables, 74, 75, 141, 142
tips and techniques, 143, 144

Graphs, 143, 144

Headings and subheadings, 75
Higher-order thinking skills

(HOTS), 19–21, 131
Homonyms, 158
HOTS. See Higher-order thinking

skills (HOTS)
Hyphens, 138

IBM mainframes, System
Management Facility (SMF)
reference guide, 51

Impact as traditional audit
component, 14

India
and CISA designation, 52
and use of English language,

157, 158
Inductive approach, data

gathering, 20
Information

data compared, 105
gathering, use of probes, 35,

80–83
Information technology (IT)

and accounting, 47, 48
audit tips and techniques, 52
auditors’ knowledge of, 45, 52,

169
communication with auditors,

49–52
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Information technology (Cont.)
and impact of Sarbanes-Oxley,

43, 44
mainframes, 51
management deficiency report

template, 72, 73
operating systems, 50
and report production process, 3
and risk criteria, 16
security issues, 48, 49

Institute of Internal Auditors (IIA)
Attribute Standard 1200, 169
communication standards,

26–28, 78
internal auditors, IT knowledge

and expertise, 45, 52, 169
International Standards for the

Professional Practice of
Internal Auditing,
Introduction, 167–169

and need for standards, 
25, 26

Performance Standard 2100,
170

Performance Standard 2400,
170, 171

and report formats, 59
as source of standards, 2
writing standards, 28–31

Internal audit report template,
61–65

Internal control
annual internal control report,

32, 174
COSO framework, 39, 40,

211–221
Management Assessment of

Internal Controls (SOX
Section 404), 
31–33, 174

and media reports, 161, 162
over financial reporting, 176,

177

PCAOB Auditing Standard No.
2, 34, 35, 175–203

SEC regulations, 33, 34
International audit reporting. See

Multinational organizations
IT. See Information technology (IT)
ITIL, 156

Jeffery, B.L., 51

Kissinger, Henry, 155

Lack of subordination, 109
Lefton, Robert E., 81
Linking (synthesis thinking),

19–21, 36
Listening skills

active listening, 11, 12
and deciding core issues, 15
and global communication, 154,

155
need for, 78, 79
tips and techniques, 12

Logic, and report writing, 5

Mainframes, 51
Management

assessment of internal controls,
SOX requirement, 31–33

by exception, 10
Mansfield, Paul, 88
Materiality

essential versus nonessential
information, 17

material weakness, 35, 38, 175,
178, 179, 200, 201

terminology, 16
Media reports, 161, 162
Meetings, documentation of, 11
Microsoft Excel

accuracy of spreadsheets, 47
and report formats, 58, 59
tables and graphics tools, use of,

141
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Minutes of meetings, 11
Modifiers

adverbs, 146
defined, 123
irregular comparative forms of

adjectives, 158
misplaced, 123, 124, 147
sample sentences with errors

and corrections, 224–226
Movado Group, The, 27
Multinational organizations

audience analysis, 152–157
and audit reporting, 155–157
currencies, indicating, 159
English language, use of, 157,

158
and Sarbanes-Oxley compliance,

151

Narrative report format, 15, 16,
74

Nici, Joe, 27
Noncompliance disclosure, 14,

171
Nouns

hyphenated words, 138
verbs made into, 101, 102, 

146

Objectives of audit
and audit request forms, 

12, 13
and determination of relevant

information, 18
engagement objectives, 15, 175,

176
and listening skills, 11
risk identification, 2, 185

Objectivity as writing standard,
28, 39

Operating systems, 50
Oracle, 48
Oral reports, 1

Order of importance method of
report organization, 74

Organization, 36
Outlines, review of by report

recipients, 96

Paragraphs
guidelines, 130, 131
topic sentences, 131, 132, 147
transitions, 132–134

Parallel structure, 38, 103, 104, 
118, 119

PCAOB. See Public Company 
Accounting Oversight Board
(PCAOB)

Planning, and role of internal
auditors, 
10, 11, 183, 184

Prepositions and prepositional
phrases, 110, 124–126

Preventive versus detective
controls, 43, 179

and advantages of automation,
46, 47

Pricewaterhouse Coopers, 21
Probes

importance of, 81, 82
as method of discovering 

information, 80
positive, 83
types of, 81, 82
use of, 35

Process-driven reporting
described, 7, 8, 10, 11

Processes, 10, 195, 196
Public Company Accounting

Oversight Board (PCAOB)
Auditing Standard No. 2,

internal control, 34, 35,
175–203

Auditing Standard No. 3, Audit
Documentation, 23, 36, 37,
203–210
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Public Company Accounting
Oversight Board  (Cont.)

guidance from, 10
inquiries and follow-up

questions, importance 
of, 82

purpose of, 34
quality over quantity directive,

37
as source of standards, 2

Punctuation
apostrophes, 135, 136
colons, 136
commas, 135–137, 146
and editing process, 146
hyphens, 138
importance of, 129, 130, 134
sample sentences with errors

and corrections, 226–228
semicolons, 137

Qualifiers, use of, 110
Quality over quantity directive, 37

Ramos, Michael, 16
Ranadive, Vivek, 10
Readability, rules for, 40, 41
Real-time information and 

action, 10
Reasons, as traditional audit 

component, 14
Recommendations, as traditional

audit component, 15
Redundancy, 108
Release of engagement results,

Institute 
of Internal Auditors (IIA) 
standards, 27

Relevance, 6
essential versus nonessential

information, 16–19
significant findings or issues, 36,

37

Repetition, 108
Report writing

audit notification as beginning
of, 6

automated. See Automation
as computer programming, 5, 6
data gathering, 6, 20
effective writing tips and

techniques, 93
flowchart, 8
format. See Format of reports
“whatever” step, 111, 112
word choice. See Word 

choice
writer’s block, 159–161
writing as decision-making

process, 95
“Respectively,” use of term, 104
Rewrites. See Editing
Risk

assessment, 2, 8, 185
categorizing, 2
criteria, 16
management, 170
terminology, 16

Rogers, Will, 105
Rosenberg, Marshall, 83

SAP, 27
Sarbanes-Oxley (SOX)

collaboration requirement, 10
costs of compliance, 151
goals of, 152
impact of, 27, 151, 152, 161
impact on internal audit

profession, 150, 151
and integrity of corporate data,

43, 44
internal controls reporting, 44
provisions of, 172–174
reporting process, 2
reports required, 1
risk, categorizing, 2
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Section 204, Auditor Reports to
Audit Committees, 31, 32,
172

Section 302, Corporate
Responsibility for Financial
Reports, 31, 32, 172–174

Section 404, Management
Assessment of Internal
Controls, 31–33, 174

as source of standards, 2
standards for report 

writing, 25
voluntary compliance 

with, 151
Schertzer, Margaret, 135
Schlumberger Ltd., 27
Scope of audit, 15
Scrutiny of written reports, 1
Securities and Exchange

Commission (SEC), 10
internal control over financial

reporting, 33, 34
materiality terminology, 16

Security issues, information
technology, 48, 49

Segregation of duties, 48
Semicolons, 137
Senko, Ted, 150
Sentence components

active voice, 119, 120
coherence, 117
parallelism, 103, 104, 118, 119
predicate, 115
single idea, 116, 117
subject, 114–116
variety, 117, 118

Sentence structure
components of sentence,

114–120
examples of poor sentences 

and corrected versions, 
126, 127

importance of, 113, 114

modifiers, 123, 124
predicate, 115
prepositions, 124–126
run-on sentences, 114
sentence schemata (diagrams),

use of, 120–122
subject identification, 

114–116
Significant deficiencies, 35, 38,

178, 200, 201
Significant findings or issues, 36,

37, 209, 210
Software. See also Automation

and international audit
reporting, 156

Statistical Analysis Systems
(SAS), 44, 50

Spellcheckers, 144, 145
Spencer-Pickett, K.H., 49
Spreadsheets

accuracy, 47
and report formats, 58, 59
tables and graphics tools, 

use of, 141
use of, 21

Standards
AICPA professional standards,

38, 39
as audit component, 14
company standards, 40
COSO framework for internal

controls, 2, 39, 40, 211–221
Institute of Internal Auditors

(IIA), 26–31, 78, 
167–171

Public Company Accounting
Oversight Board (PCAOB),
2, 23, 34–37, 175–210

readability, 40, 41
Sarbanes-Oxley, implications of,

25, 31–33
SEC regulations, 33, 34
sources of, 2
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Statements of Auditing Standards
(SAS)

and Sarbanes-Oxley, 44
SAS 61, 38
SAS 112, 38

Statistical Analysis Systems (SAS) 
software, 44

and auditors’ IT requests, 50
Steinberg, Richard M., 106
Sternberg, Sy, 162
Stevens, Bill, 20
Story structure, 129
Style guides, 40, 59
Swiss Consulting Group, The, 152
Synthesis thinking (linking),

19–21, 36

Table of Contents (TOC)
audit plan, relation to, 13
early review of by report

recipients, 96
and graphic continuity, 145
and reader expectations, 59

Tables, 74, 75, 141, 142
Telephone communication

effective use of, 84
messages, 84
shortcomings of, 83
tips and techniques, 85

Terminology
risk criteria, 16
and use of definitions, 106

Terms of Reference (TOR)
document, 11

Timeliness, as writing standard,
28, 31

“Too much information” (TMI),
16, 57

Topic sentences, 131, 132, 147
Transition words, 132–134
Transparency, 6
Tufte, Edward R., 141, 143, 144
Typos, 147

United Kingdom
American English versus British 

English, 157
collective nouns as plurals, 100
and word choice, 97

Verbs
active versus passive voice, 100,

101, 147
and hyphenated words, 138
irregular, 158
making into nouns, 101, 102, 

146
and parallel structure, 103, 

104, 118, 119
and predicate, 115
sample sentences with errors

and corrections, 222–224
and sentence structure. See

Sentence structure
subject agreement, 99, 100, 

146
tenses, 102, 103

Vidal, Gore, 155

Walkthroughs, 82, 197–199
Wensberg, Eric, 123
White space, use of, 75, 131, 141
Word choice

acronyms, use of, 58, 105, 106
audience consideration, 95, 96
conciseness, 107–111
criteria, 95–99
generally accepted business

usage, 96–98
grammar. See Grammar
precise and specific words,

104–107
terminology and use of

definitions, 106
“whatever” step, 111, 112

Wordiness, 109
Writer’s block, 58, 159–161
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Writing standards
accuracy, 28, 29
clarity, 28–30
complete, 28, 30
concise, 28, 30
constructive, 28, 30
Institute of Internal Auditors

(IIA) standards, 28–31
objectivity, 28, 29
timeliness, 28, 31

Writing style, 75
audit committee preferences, 

96
and making verbs into nouns,

101, 102
tips and techniques, 97, 98

Wurman, Richard Saul, 157

Zinsser, William, 92, 98
Zweifel, Thomas, 155
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