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Report writing

Skill or Art ?

Writing reports is 
more of a skill than 
an art, so following a 
few practical tips on 
planning and 
drafting should make 
all the difference.



Why to Write Reports ????????
Only two reasons to 
write a report: 

to spur its recipients 
into action, such as 
changing a particular 
process, 

OR

to make them think 
about something in a 
different way.
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Communicating audit results effectively requires both 
knowledge of the subject & knowledge of the audience. 
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Audit Observation Format
 

Observation Risk Recommendations  
 

Management actions 
agreed or comments 

2. Off-specification waste – testing and 
follow up 

 High  
 

 Medium  
 

 Low 
 

All waste processed in the plant should comply 
with all contractual specifications and laws and 
valid permits. 
At present, the lab does a quick test as part of 
the acceptance testing and then does a 
complete test later. Waste may have been 
processed by the time the complete test results 
are available. 
In our review of all test results of tests 
performed 1.8 – 31.10.200X (n tests) we 
identified 7 cases of waste that had been 
accepted for processing based on the quick 
test. However the complete lab test performed 
later of these batches revealed that the waste 
had not been according to the required 
specification. These cases require follow up 
monitoring and appropriate notification to the 
waste generator. Such notification did not take 
place in the identified cases. 
The laboratory equipment and testing 
procedures are partly outdated and have not 
been updated to meet the requirements of the 
higher volumes of AFR being processed. No 
management reporting of test results, which 
would alert management to potential problems 
in a timely manner, is in place.  
 

Production quality may be 
affected particularly in the 
future when larger quantities 
of waste are processed. 
 
Breach of laws and 
operating permits. 
 
Reputation risk. 
 
Collusion with waste 
generators. 

Analyse the test results from the past 6 
months in order to assess the reliability of 
the quick testing method. Identify any 
waste generators, if any, who 
systematically deliver out of spec waste. 
Assess the technical and practical 
feasibility of performing the full test before 
the waste is processed. Review the 
equipment, work flow and the Work 
Procedures of the lab.  
Implement regular reporting to 
management of test results (quick test 
and full laboratory analysis) and ensure 
the waste generator is notified of all cases 
which are out of specification and that all 
such cases are adequately followed up 
and resolved.   
 
 

A special analysis of the test 
results in the past 12 
months will be performed.  
The reliability of the quick 
test will be assessed, 
practical / technical options 
to improve reliability and 
timeliness of test results will 
be assessed. 
Waste generators supplying 
out of spec waste will be 
identified and an 
appropriate action plan will 
be developed to correct the 
situation.  
A regular reporting of test 
results will be implemented 
in order to identify potential 
problems in a timely 
manner.  
Correponding amendments 
to the Work Procedures of 
the laboratory will be 
implemented.  
 
Deadline: 31.03.200X 
Person responsible: D 

 

3. CAUSE = 
Why is there a 
difference 
between Criteria 
and Condition

2. CONDITION = 
What is;
What did you 
find 

1. CRITERIA = 
What should be

4. Consequences 
- What does this 
mean in terms of 
risk

Rating

22

5. Corrective 
Action = What 
will be 
Management 
Action
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Low

Does not necessarily 
warrant prompt

attention

Medium High

Nevertheless will 
assure greater 

efficiency and/or 
effectiveness

Requires prompt
attention

As it entails 
significant 

operational problem, 
inefficiencies or 

process malfunction

Requires urgent
attention

As it exposes the 
Company to a 

significant and/or 
unacceptable level of 

risk

Pressing

Burning

Critical

Vital

Major

Important

Noteworthy

Considerable

Undesirable

Intolerable

Objectionable

Improper

Speedy

Quick

Rapid

Swift

Basis of Individual Rating of Audit Observations
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Rating High Medium Low

Good None None 1-2

Satisfactory None 1-2 Y

Marginal None > or = 3 Y

Weak > = 2 Y Y 

Objective Criteria for Overall Report Rating
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Good Satisfactory Marginal Weak
C
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Are absent or 
do not appear 
to be operating 

as intended.

Recommendat
ions to 

improve 
controls or 

their operation 
require urgent
management 

attention.

Are only partly 
adequate. 

Some controls 
are absent or 
do not appear 

to be 
operating as 

intended.

Recommendat
ions to 

improve 
controls or 

their operation 
require 
prompt

management 
attention.

Are adequate 
and appear to 
be operating 
as intended.

Are adequate 
and appear to 
be operating 
as intended.

Minor 
recommendati
ons to improve 
basic controls 
are provided.

Objective Criteria for Overall Report Rating
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Contact details for CA. Chetan Thakkar

Email - cachetanthakkar@gmail.com, Mobile No - 9833849934
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