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	Documents
	Number of pages
	Cross reference

	Planning stage

	1
	Engagement letter 
	
	
	
	

	2
	Annual internal audit plan (Form 11)
	
	
	
	

	3
	Understanding of the business (Form 12)
	
	
	
	

	4
	Analysis of key business processes
	
	
	
	

	5
	Analysis of key business processes completed (Form 13)
	
	
	
	

	6
	Inherent risk assessment 
	
	
	
	

	7
	Inherent risk assessment matrix
	
	
	
	

	8
	Inherent risk description and rank (Form 14)
	
	
	
	

	9
	Assessment of internal control and assessment of residual risk 
	
	
	
	

	10
	Internal control and residual risk assessment matrix
	
	
	
	

	11
	Residual risk ranks and audit program (Form 15)
	
	
	
	

	12
	Preparation and approval of internal audit plan 
	
	
	
	

	13
	Internal audit plan (Form 16)
	
	
	
	

	14
	All other planning forms 
	
	
	
	

	Audit execution stage

	15
	Entry Meeting (Form 17)
	
	
	
	

	16
	Documents collected during audit execution 
	
	
	
	

	17
	Documents collected/developed related to the specific audit program
	
	
	
	

	18
	Audit execution-working paper (Form 18)
	
	
	
	

	Reporting stage

	19
	Internal Audit Report (Form 19)
	
	
	
	

	20
	Exit Meeting (Form 20)
	
	
	
	

	21
	Documents received during exit meeting 
	
	
	
	

	22
	Documents developed after exit meeting 
	
	
	
	

	23
	Memo issuing Internal Audit Report (Form 21) 
	
	
	
	

	Follow - up stage

	24
	Comments and evidence submitted by the auditee
	
	
	
	

	25
	Follow-up request and evidence submitted by auditee on recommendations open for a follow-up
	
	
	
	

	Soft copies of information - related to all stages (if any)

	26
	Soft copies (information saved in the computer) computer, file path and name
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