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How to Write a Technical Audit Document 
 
A technical audit document is an in-depth review and analysis aimed at improving 
efficiency, identifying risks or issues, and assessing alignment with business 
objectives. Follow these steps to create a high-quality technical audit document: 
 
Planning Phase  
 

1. Clearly define the scope, goals, timeline, and methodology of the audit. 
Determine which systems, networks, applications, etc. will be included. 

2. Form an audit team with cross-functional expertise like IT professionals, 
business analysts, risk management staff. 

3. Identify key stakeholders involved in the audit and document process. Engage 
them early. Let them know an estimate of the time needed from them, 
including meetings and their responsibility for any reviews. 

4. Gather background information and documentation on existing infrastructure 
from any relevant teams to the project.  

5. Develop audit checklist to track progress and a RFI (request for information) to 
obtain system details. 

6. Schedule regular meetings for status updates and timeline review. Build in 
review time. 

 
Execution Phase 
 

1. Conduct interviews to understand workflows, processes, and standards. 

2. Use data gathering tools: questionnaires, automated scanning, code analysis, 
etc. 

3. Perform hands-on audit via testing, observations, and analysis. Document 
findings. 

4. Assess disaster recovery and business continuity plans. Review vendor 
contracts. 

5. Evaluate compatibility with hardware, software, and infrastructure design 
standards. 

6. Examine architecture diagrams, network topologies, and other visualizations. 

7. Identify gaps, risks, issues, and areas for improvement. Document root causes. 
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Reporting Phase 
 

1. Organize results into logical sections with coherent narrative flow. 

2. Follow technical writing best practices like clarity, visual aids, and consistency. 

3. Begin with executive summary. Use appendices for supplementary data. 
 

4. Adhere to style guide, branding, and accessibility standards. Examples: 

 Google 

 Apple 

 Microsoft 

5. Provide overview of audit scope, systems, methodology and benchmarks. 

6. Present findings supported by evidence from testing and analysis. 

7. Detail risks and gaps with clear recommendations for mitigation or resolution. 

8. Prioritize recommendations by severity and ease of implementation. 

9. Create visuals like diagrams, charts, and graphs to illustrate technical details. 

 
Review and Approval 
 

1. Have subject matter experts review report draft for accuracy and 
completeness. 

2. Incorporate feedback from staff and stakeholders. 

3. Obtain approvals from management according to organizational policy. 

4. Use collaboration tools to consolidate comments and maintain version control. 

5. Revise document as needed and finalize for distribution. 

 
Distribution 
 

1. Publish final report in appropriate document management system per access 
controls. 

2. Communicate outcomes to stakeholders and hold presentation if suitable. 

3. Develop plan for tracking and implementing recommendations. Monitor 
progress. 

4. Determine frequency of future audits for continual improvement. 

 


