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Audit Questionnaire:
	Name and Title:
	

	Business Process:
	

	Business Process Number:
(if you have more than one)
	

	Provide Simple Description of Business Process: 

	List the Documents or Records that are created or received during the business process:

	#1.
	

	#2.
	

	#3.
	

	#4.
	

	#5.
	

	Next: For each of the Documents or Records that you have listed above - 
Please answer the 20 short questions listed on the next two pages.

	Any questions to your Information Coordinator or Gregg Long.


	
	Business Process #:
	

	
	Questions:
	#1
	#2
	#3
	#4
	#5

	1
	Is this item an Email (E), Unstructured Document (U), System record (S), or hardcopy record (H)?
	
	
	
	
	

	2
	What is the rough category of the Doc/Record? (correspondence, budget, project, claim, invoice, contract, report etc.)
	
	
	
	
	

	3
	Is it created within the Department or transmitted from another area?
	
	
	
	
	

	4
	To your knowledge, is this Doc/Record identified on the Company Retention Schedule?
	
	
	
	
	

	5
	Is there a known law or regulation requiring UPC to keep this Doc/Record for a specific period of time? If yes, What is it?
	
	
	
	
	

	6
	Is this requirement in question 5 currently being met?
	
	
	
	
	

	7
	Who creates this Doc/Record?
	
	
	
	
	

	8
	Who controls/maintains this Doc/Record and is responsible for its storage and retrieval?
	
	
	
	
	

	9
	How or where is this Doc/Record stored?
	
	
	
	
	

	10
	How is this storage secured?
	
	
	
	
	


	
	Questions:
	#1
	#2
	#3
	#4
	#5

	11
	What is the security level - secret, confidential, for internal use only, or public?
	
	
	
	
	

	12
	How many individuals have access to this Doc/Record?
	
	
	
	
	

	13
	Are there any business areas that should not have access to this information?
	
	
	
	
	

	14
	Could the Doc/Record be easily altered by those that have access?
	
	
	
	
	

	15
	Is this Doc/record unique, or are other copies maintained?
	
	
	
	
	

	16
	Is there a back-up system in place for this Doc/Record?
	
	
	
	
	

	17
	If kept locally as hardcopy, is the Doc/Record indexed, maintained, and tracked by a filing system or database?
	
	
	
	
	

	18
	If kept locally, how is the Doc/Record destroyed when no longer needed?
	
	
	
	
	

	19
	If kept locally, is a there a record or log kept that details when this Doc/Record was destroyed?
	
	
	
	
	

	20
	If this Doc/Record was destroyed prematurely - what would be the consequences? i.e. minor problem, serious, very serious, disastrous.
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