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Raven Global Training LLC
Programme Syllabus

Workpaper Documentation and Techniques
One Day Outline


Course Overview
The best auditors know how to ask questions, communicate with people, identify risk and test controls, however none of this matters if the best auditor cannot document the results of their work.  This course is designed to educate auditors on standards for documenting their work.  Attendees will learn the international documentation standards, techniques and best practices for documenting their work, and the variety of tools available to automate workpaper documentation.

Who should attend
· Auditors seeking to improve workpaper documentation techniques

· Auditors wishing to reduce workpaper review notes

· Audit supervisors training audit staff on workpaper criteria, standards, and quality

· Internal audit staff performing audits

· Internal audit seniors and managers supervising audits and auditors

Learning Objectives
At the end of this program, attendees will be able to:
· Describe workpaper documentation practices and techniques
· Determine department workpaper best practices
· Prepare complete and relevant workpapers
· Reduce workpaper review notes
Program level:  Basic
Prerequisites:  None
Advance Preparation:  None
Instructional Method:  Group-live
Recommended CPE credit to be awarded for the program:  Field of Study – Auditing
Program registration requirements:  Contact Client to register. We accept Cash / Check.
Course Outline (8 CPE)
1. Working paper purpose and preparation

2. IIA documentation guidance
3. Audit evidence and information attributes

4. Working paper contents
5. Types of working papers

6. Qualities of good working papers
7. Best practices and techniques to complete workpapers and reduce review notes

8. Supervisor oversight and working paper review notes
9. Securing and controlling working papers
10. Automated auditing tools
Customization is available to highlight and emphasize department policies, procedures, and existing workpaper systems.  Customization may also include development of workpaper standards and internal department practices.

Note: This course focuses on the workpapers prepared in audit planning and fieldwork. Additional training on business writing and audit report writing can be combined with this course to enhance workpaper documentation from the audit risk assessment to the audit report.

Refunds and Cancellations:

Subject to the written contract between Raven Global Training and the Client. Contact RJ Catlin at rjc@ravenglobaltraining.com, for additional administrative policies, including refunds, cancelations, and complaints. For more information regarding administrative policies such as complaint and refund, and cancellation please contact our offices at 571-266-7328.

Course Registration: 

Registration is processed exclusively by the Client.

CPE: 

Raven Global Training is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education on the National Registry of CPE Sponsors.  State boards of accountancy have final authority on the acceptance of individual courses for CPE credit.  Complaints regarding registered sponsors may be submitted to the National Registry of CPE Sponsors through its website:   www.learningmarket.org
Workpapers are the building blocks of an audit. If it's not in the workpapers, the manager and partner might not know about it or consider its ramifications. A badly prepared workpaper is a time-waster for managers and partners, so training in proper workpaper preparation is critical. Make this course part of the firm's quality control system. Learn the fundamentals of workpaper preparation—Form and content—to make sure everything is properly documented. You will also explore examples which show field work supervisors what factors to consider and what steps to follow when reviewing workpapers. In addition, typical workpaper deficiencies are explained to help minimize potential liability.

Topics Discussed:
· Essential components of a workpaper

· Preparing and maintaining workpapers

· Different types of workpapers

· Documenting audit tests

· Improving workpaper technique

· Conducting the review

· Common shortcomings of working papers

· Reviewing analytical procedures

Learning Objectives:
When you complete this course you will be able to:

· Apply basic standards regarding workpaper documentation and proper workpaper technique.

· Identify the tasks in supervisory-level reviews of workpaper documentation for audit engagements necessary to ensure compliance with current professional standards.

Who should attend this event? 

Staff auditors who create workpapers and supervisors of audit engagements

Field of Study: Auditing 

Level: Basic

Prerequisites: None
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