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How to Write Audit Reports Using AI – 
Interactive Workshop 

Course duration: 7 hours / 7 CPE 

 

Introduction 

Internal audit reports are only as valuable as they are clear, well-structured, and actionable. 
This one-day course equips participants with a practical framework for planning, 
structuring, and writing audit reports that resonate with every stakeholder, from the Board 
and Audit Committee to senior management, regulators, and employees. Drawing on the IIA's 
Audit Report Writing Toolkit, participants will learn how to build strong observations, apply 
rating scales consistently, and craft recommendations that drive real organizational change. 

The course goes beyond traditional report-writing technique by showing participants how to 
responsibly use AI tools such as ChatGPT to accelerate drafting, sharpen language, and 
improve consistency across reports. Through worked examples, group discussion, and 
hands-on exercises, participants leave with templates, checklists, and prompts they can 
apply immediately to their own audit reporting. 
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Content: 
Module 1 — Understanding Your Audience and Report Purpose    

– Key stakeholders: Board, Audit Committee, and Senior Management needs 
– Regulators, external auditors, and employees as report users 
– The four lines of defence model and reporting to the Board 
– The impact of a well-structured report on decisions, process, and communication 

Module 2 — Structuring the Audit Report    
– Core components: executive summary, background, objectives, and scope 
– Report structure based on the IIA Audit Report Writing Toolkit 
– Elements of an observation: condition, criteria, cause, effect, and rating 
– Worked example: drafting an observation on unauthorized data access 

Module 3 — Rating and Prioritizing Findings    
– Designing effective rating scales: purpose, range, and descriptors 
– Severity rating scale: Critical, High, Moderate, Low, Negligible 
– Compliance rating scale: from Non-Compliant to Fully Compliant 
– Likelihood and impact rating scale for risk-based prioritization 

Module 4 — Writing Actionable Recommendations   
– Condition-based versus cause-based recommendations 
– Applying the SMART principle to audit recommendations 
– Building effective action plans: owners, actions, and due dates 
– Other essentials: supporting evidence, precise language, and visuals 

Module 5 — Leveraging AI to Write Audit Reports   
– Using ChatGPT and similar AI tools to draft report sections 
– Effective prompting for observations, recommendations, and summaries 
– Hands-on exercise: drafting a report section with AI assistance 
– Quality review, common pitfalls, and maintaining human oversight 
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Learning Objectives 

By the end of this course, participants will be able to: 
• Identify key stakeholders of internal audit reports and tailor content to their information 

needs 
• Apply a clear, logical report structure aligned with IIA good-practice guidance 
• Construct well-evidenced observations using the condition, criteria, cause, effect, and 

rating framework 
• Design and consistently apply rating scales to prioritize audit findings 
• Draft SMART, actionable recommendations and realistic management action plans 
• Use AI tools such as ChatGPT to draft, refine, and quality-check audit report content 
•  

Who Should Attend: 
• Internal auditors and audit team members who draft or review audit reports 
• Audit managers and team leads responsible for report quality and sign-off 
• Risk, compliance, and quality assurance professionals who prepare or interpret audit 

findings 
• Newly appointed or early-career auditors looking to strengthen report-writing skills 
• Audit professionals interested in applying AI tools to improve reporting efficiency 
 

 

Trainer: 

Isabella Arndorfer (CIA, CCSA, CFSA, mediator) is an experienced 
Internal Audit and Governance specialist with more than 20 years of 
experience in the financial sector. She was working as Internal Audit 
Manager in the Internal Audit Department of the Bank for 
International Settlements (CH) and at the International Monetary 
Fund (US) from 2003 to 2023. She has led and conducted audits in 
the Banking Department, General Secretariat and Monetary and 
Economic Department, specialising in internal controls and 
corporate governance issues of financial institutions.  

She has been a lecturer on internal audit and governance issues at 
central bank seminars in Asia and Europe as well as at the University of St Gallen 
(Switzerland). She holds a degree in Business Administration of the University of Economics in 
Vienna (Austria) and a Masters Degree of International Management from ESADE, Barcelona, 
Spain. She is a Certified Internal Auditor (CIA), a Certified Financial Services Auditor (CFSA) 
and holds a CCSA (Certificate of Control Self Assessment) from the Institute of Internal Audit 
(IIA), Florida, USA. In 2023, she  founded the training platform www.cpetrainer.com and has 
been providing freelance consultancy services in audit, risk management, compliance, and 
governance. 
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