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Internal Audit Guide 
Processes, guidelines and what to expect 

 

This guide lets you know what to expect when your department is audited. It is not comprehensive, 

but does give a quick overview of what an audit is, how to work with your auditor, and how the audit 

process can help your department. If you have any further questions, please contact your auditor. 

Internal Audit contact details 

Before the audit 

How will I find out about the audit? 
You will be contacted in advance by the ‘internal audit sponsor’. This is usually a member of 

senior management. We may also contact you ourselves. 

Why are we being audited? 
We plan our audit work based on risk. It may be a while since your last audit, or there might 

be an issue in your department which management would like assurance about. Being audited 

doesn’t mean you’ve done anything wrong! Virtually all audit work is normal and routine. 

What will the auditor need to access? 
This depends on what is being audited. We will ask for key documents, and plan specific 

testing based on them. We only ask for the minimum amount of information necessary. 

Who should I contact if I have concerns or questions? 
You can discuss the audit with any member of the audit team, or the Chief Internal Auditor. 

You can also contact the audit sponsor if you have any concerns about the process. 

Internal Audit contact details 

Can I prepare any documents before the audit begins? 
We don’t expect you to prepare any documents before our initial discussions. All source 

documents will be returned to you. Be prepared to discuss system access, as well as general 

questions about your role and the department, and how you manage risks. 

What are the benefits of being audited? 
If no issues are raised, it provides further assurance about your controls. We can highlight best 

practice in our report, and share it to improve controls across the University. 

If issues are raised, we can help you improve working practices and strengthen controls, 

reducing risk and freeing up resources. 

During the audit 

How will the audit begin? 
With a kick-off meeting. This is a face-to-face meeting. We will also email others if we can’t 

meet them in person. At the meeting, we will discuss the audit Terms of Reference. The audit 

won’t start until its remit has been agreed. 

https://www.ed.ac.uk/internal-audit/the-team
https://www.ed.ac.uk/internal-audit/the-team
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How long will the audit take? How much staff time will it need? 
A timescale is agreed in initial discussions. The audit budgets an amount of days. This includes 

planning and review time which your department won’t be involved in. Every audit takes a 

different amount of staff time. We work as flexibly as possible around staff commitments. 

How can we help with the audit? 
It’s great if a workspace can be arranged when we need to be on site. Temporary access to 

buildings lets us come and go without disturbing you. We will try not to disturb your day-to-

day work. Please let us know if you’re not sure of anything about the audit process. We will 

answer any queries you have. Finally, show us where the kettle is! Every audit runs on coffee 

and biscuits. 

What actually happens during an audit? 
This depends on the audit! We’re based at Old College: if your department is nearby we may 

only be there for meetings or scheduled tests. We can access information remotely. However, 

it is usually best for us to be on site, working alongside you. Most audits won’t take up too 

much of your time.  

My department’s a bit unusual. Will the audit recognise our requirements? 
Every part of the University has unique issues. Tell us about unique circumstances at the initial 

meeting. Then we can plan to work around them. We understand the need for flexibility. But 

if any practices contravene a University-wide policy, we will recommend that you follow 

University policy. 

After the audit 

How long will the audit take? 
We agree a timescale with the sponsor. This date is included in your audit Terms of Reference. 

At the end of the audit, we will have a completion discussion with you. The formal draft report 

will then be issued, normally within two weeks. 

Should we stay in contact after we receive the draft report? 
If you need more information or explanations, please do get in touch! 

How should we respond to the draft report? 
We will send you the draft report as a Word file. You can either make comments on this 

document, or in an email. We will also send you a template which shows an example response. 

The final report is usually sent as a .pdf file. 

Do we need to reach a certain standard to ‘pass’ the audit? 
Audits aren’t ‘pass or fail’. There is an approved rating system. Recommendations are given a 

points score. The report gives an overall audit opinion based on the total points of all 

recommendations. Fewer recommendations and lower ratings generally indicate a good 

result. 

Will there be a follow-up audit? 
Yes. Once the agreed deadline has passed we will arrange a follow-up audit. We will ask for 

evidence that you have implemented recommendations. 
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How long do we have to respond to the report? 
Two weeks. If you need longer, we can discuss this. 

What is the timescale for implementing recommendations? 
The sooner the better. However, we recognise that implementing recommendations can 

sometimes take a long time. As a guide, we would normally expect actions to be completed 

within a 12-month period. Recommendations to address a “fundamental weakness” should 

be actioned as soon as practically possible. 

Who will see the finalised audit report? 
The report is sent to a circulation list agreed with the audit sponsor. This list is included in the 

audit’s Terms of Reference. Circulation can vary as a result of what we find. We will discuss 

this with the original audit sponsor. The report also goes to the Audit and Risk Committee. 

Internal Audit plan to build a share site where all reports will be stored, and which can be 

accessed by certain staff. 


