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• Yellow Book Reporting Standards and Requirements 

o 9.08 The purposes of audit reports are to (1) clearly communicate the 
results of audits to those charged with governance, the appropriate 
officials of the audited entity, and the appropriate oversight officials 
and (2) facilitate follow-up to determine whether appropriate 
corrective actions have been taken. 

o 9.09 Auditors may present audit reports using electronic media 
through which report users and the audit organization can retrieve 
them. The users’ needs will influence the form of the audit report. 
Different forms of audit reports include written reports, letters, briefing 
slides, or other presentation materials. 

 
• San Francisco City Charter Appendix F 

o F1.105 The Controller shall publish the results of all final performance 
audits and a summary of agency responses, shall deliver copies of 
such audits to relevant department heads, Audit Review Board, Mayor, 
City Attorney, Board of Supervisors, Civil Grand Jury, and Public 
Library, and shall make the audits available on the City's website. 
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Why is this important?  



• Division’s Policies & Procedures (Section 11.2)  
o The Audits Division has templates for the various types of reports and 

memorandums it issues. Auditors should use these templates for most audit 
reports. However, if no template fulfills the specific needs of the audit, the audit 
team should consult with the office’s Quality Assurance Team (QA) to decide on 
the report format and content. 

o The Audits Division uses the Gregg Reference Manual as its guide to assist 
auditors in making the division’s report style more consistent, as well to guide 
QA in making the division’s writing easier to read. 

 
• Core Competencies & Performance Expectations  

o Demonstrates strong written communication skills by composing and/or 
providing feedback to staff in developing clear, impactful, quality and concise 
audit reports, work products, and correspondence.  

o Produces written products that are grammatically correct and readily 
understandable to management, other non-technical professional staff, and the 
public.  

 
• Stakeholder Expectations 

o End-of-audit client survey on whether audit report is accurate, clear and 
organized, engaging to read, and contains recommendations that are 
reasonable, actionable, and add value.  
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4 

Strategies & Tools for Effective Communication 

• Building Team Cohesion & 
Collaboration 

• Culture of Transparency & 
Accuracy 

• Mix of skills, knowledge 
and abilities 

• Establishing Trust and 
Rapport with Stakeholders 

• Tone at the Top 

• Staff Training and 
Development 

• Graphics Resource Team  

• Controller’s 
Communications Manager   

• Policies and Procedures 

• Templates and Guidelines 
o Full Report 
o Memo 
o Interim Briefs  
o Bulletin 
o Quarterly & Annual 

Reports  

• Regular Distribution Lists  

• Quality Assurance Reviews 
& Tips 

• Brown Bag and Lunch & 
Learn Sessions 

• Performance Measures 

• Analytical Tools, Power BI 

• Visualization, Infographic, 
Images/Artwork, Process 
Map/Flow 

• Continuous auditing 
techniques 

• Video Editing   

• Social Media  

• Other Systems & Tools   

 

People Processes Technology 
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People  

• Building Team Cohesion & 
Collaboration 

• Culture of Transparency & Accuracy 
• Mix of Skills, Knowledge & Abilities 
• Establishing Trust and Rapport with 

Stakeholders 
• Tone at the Top 
• Staff Training and Development 
• Graphics Resource Team  
• Controller’s Communications 

Manager   
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Processes 

• Policies and Procedures 
• Templates 

• Full Report 
• Memo 
• Interim Briefs  
• Bulletin 
• Quarterly & Annual 

Reports  
• Guidelines 
• Regular Distribution Lists  
• Quality Assurance Reviews 

& Tips 
• Brown Bags, Lunch & Learn 
• Performance Measures 
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Processes (Continued) 

• Policies and Procedures 
• Templates 

• Full Report 
• Memo 
• Interim Briefs  
• Bulletin 
• Quarterly & Annual 

Reports  
• Guidelines 
• Regular Distribution Lists  
• Quality Assurance 

Reviews & Tips 
• Brown Bags, Lunch & 

Learn 
• Performance Measures 
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Technology  

• Analytical Tools, Power BI 

• Visualization, 
Infographic, 
Images/Artwork, Process 
Map/Flow 

• Continuous Auditing 
Techniques 

• Video Editing   

• Social Media  

• Other Systems & Tools   
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Technology (Continued)  

• Analytical Tools, Power BI 

• Visualization, 
Infographic, 
Images/Artwork, Process 
Map/Flow 

• Continuous Auditing 
Techniques 

• Video Editing   

• Social Media  

• Other Systems & Tools   
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Fleet Management Performance Audit 

Examples of Audits 

The objective was to assess whether the City effectively manages the life cycle of its fleet, 
specifically acquisition, utilization, maintenance, and disposal. 

 General Services Agency – Central Shops/Fleet 
Management has successfully implemented many 
key strategic initiatives but has not been empowered 
to carry out its mission to manage the City’s fleet in a 
cost-effective and sustainable manner. The City spent 
$229,100 in FY 2016-17 maintaining 232 old, high-
mileage, and underused vehicles and does not have 
an optimal or adequate process for deciding when 
or if to dispose of a vehicle.  

28% of light-duty vehicles with 
telematics installed were underused. 

The number of light-duty city vehicles 
increased from July 2010-June 2017. 

Visuals & Social 
Media: Summarized 
the key findings in 
our Executive 
Summary through 
infographics on 
trends over time, 
percentage of 
underutilization, and 
potential savings. 
 

WHAT WE FOUND 

c 
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Examples from the Whistleblower Program 

Whistleblower Program 
Our Whistleblower Program uses various media and tools to promote and report on program activities.  
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Examples from the Construction Audit Program 

Construction Audit Program  
Our Construction Audit Program also uses various tools & strategies to report on audit activities.  
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Examples of Audits 

 
Allowing an in-lieu fee option for developers who do not want to include affordable rental units in their 
residential properties contributes to a concentration of low-income households in certain areas.  

Below Market-Rate Housing Eligibility Audit (in process) 
The objective is to assess whether the department has adequate controls over determining 
households’ eligibility to rent below market-rate housing program rental units.  

WHAT WE FOUND 

Analytics & Visual: Used 
ArcGIS to: 
• Plot locations for which 

developers paid a fee 
instead of building 
affordable units.  

• Plot locations of housing 
built with fee revenue. 

• Overlay income data, 
demonstrating that fee 
revenue comes from high-
income areas to fund 
housing in low-income 
areas.  
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Below Market-Rate Housing Eligibility Audit (in process) 

Examples of Audits 

The process for awarding BMR rental units to eligible tenants is complex.  

WHAT WE FOUND 

Visual: We summarized 
this process in the report’s 
background section. To 
help readers track which 
parts of this complex 
process each finding is 
related to, we put a key at 
the beginning of each 
finding.  
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Library IT Governance Audit 

Examples of Audits 

The objective was to assess whether the library had strong controls to ensure governance that 
complied with best practices for an IT function.  

Visuals: Combining icons 
from NounProject.com 
within Piktochart.com, 
represented each 
employee with an icon 
grouped according to 
whether or not they 
received an appraisal.  

WHAT WE FOUND 

The library’s IT unit did not 
systematically complete 
performance appraisals for its 
staff which contributed to 
ongoing performance 
weaknesses.  
 

c 
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Examples of Audits 

Procurement Card Program Audit  
The objective was to determine departments’ compliance with the Procurement Card (P-Card) program.   

Of the seven audited department, only two demonstrated 
satisfactory procurement method usage of their P-Cards in every 
instance. Almost all (95 percent) of the 147 tested P-Card 
purchases in 2016 did not comply with the then-authorized, 
categorical usage permitted for P-Card procurements, under city 
accounting and procurement policies and procedures. 

WHAT WE FOUND 

Analytics: Used ACL to identify exceptions. 
Reporting: Summarized results in a bulletin format.   
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Examples of Audits 

DPH Environmental Health Branch (EHB) Audit 
The objectives were to determine whether the EHB’s programs have an infrastructure that 
promotes values and ethics and whether the programs recover their costs through their fees. 

Opportunities exist for DPH to improve EHB’s 
ethical climate, inspection and billing 
processes, and system capabilities. CSA found: 
 

 Management and staff survey responses 
indicate an overall good ethical climate with 
the need to improve in some areas, such as 
ethics training. 

 The four audited programs do not conduct 
all required inspections and inconsistently 
perform re-inspections, leaving some 
facilities unexamined for public health risks 
and code violations. 

WHAT WE FOUND 

Visuals: Summarized the survey 
results using bar graphs with 
percentages. Presented key facets of 
our findings in a chart with most 
critical elements and descriptions.  
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Examples of Audits 

Sheriff Staffing  
The objectives were to determine whether the Sheriff has appropriate framework for managing and 
monitoring its staffing activities and assess scheduling’s impact on employee performance and safety. 

The Sheriff’s timekeeping and payroll process was highly manual, making 
it vulnerable to errors. The team found multiple instances of payroll staff 
having to correct records of previous pay periods because of such errors.   

WHAT WE FOUND 

Visuals:  
• Photograph to show impact on 

administrative workload.  
• Diagram in PowerPoint to  show how  

timekeeping process results  in 
complexity and numerous  documents 
for each employee each pay period.  
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SFPD Use of Force Data Collection & Reporting (in process) 

Examples of Audits 

The objective is to assess controls over collecting and reporting on uses of force by officers.  
Interim Report: Focuses on one subobjective to assess the quality of published reports on use 
of force.  

The two key reports  
that SFPD publishes with 
information on officers’ 
use of force do not 
comply with best 
practices.  

WHAT WE FOUND 

Visual: Succinctly list best 
practices with visual 
indicators of whether the 
two reports comply. Icons 
include symbol as well as 
color to ensure color-
blind readers can easily 
interpret the visual.  
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Confidential IT Penetration Test Reports 

Examples of Audits 

These reports provide departments information on security vulnerabilities in their network.  

Visual: Summary 
categorizes the 
findings based on risk 
level and sorts into 
primary risk areas for 
IT security.  

WHAT WE FOUND 



• How Do You Know? 

• What  and How Did You Communicate Your Message? 

• Did You Make Yourself Available? 

• Did You Track Action? 

• Did You Promote Your Product? 

• Internally 

• Externally 

• How Did You Decide On How Much Or How Little To 
Communicate? 
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Did You Effectively Communicate?  
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Did You Effectively Communicate?  

• Track Action Taken! 

• Were Your Recommendations 
Implemented? 

• Did The Press Pick Up Your 
Story…Correctly? 

• Did Your Recommendations Reach a 
Diverse Audience? 

• Did You Get a Pat on the Back? 
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How Did You Communicate?  

• Report Cover/Title 

• Highlights 

• Factsheet (Press Page) 

• Report (PDF, HTML) 

• Briefings (Different Set of Documents) 

• Twitter (Image) 

• Email Blast (Sound Bite) 
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Were You Responsive to Inquiries?  

• Public Records Act Requests 

• Press Contact 

• Public Inquiries 

• Legislature/Council 

• Auditee 
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Did You Promote Your Product?  

• Website 

• Email Blast 

• Social Media 

• Recipients – How Did You Create the List? 

• Interested Persons 

• All Staff Message 

• Speaking Opportunities 

• Awards 
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How Do You Decide How to Communicate?  

• Know What Key Messages You Need to 
Communicate 

• Assess Complexity of Information 

• Work With Others Who Are Not Too Close to 
The Information 

• Determine What’s More Effective (What is The 
Point You Are Trying to Makes?) 

• Assess Value-Added (Don’t Get Caught Up on 
The Novelties) 

• Consider The Outcome and Recipient 
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How Do These Stack Up? 

• Examples… 

 



• Know your audience 

• Be intentional about your decisions 

• Obtain feedback from stakeholders  

• Be timely and responsive   

• Be proactive and innovative  

• Be agile and adaptable  

• Continuously improve 

• Avoid jargon 

• Tone is key  

• Provide context 

• Don’t forget the “so what?” 

• Keep it simple  
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Other Tips for Effective Audit Communication   
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Thank you. 

Questions? 
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