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Top 10+ Tips for Managing An Audit:
When the Suits Come in the Door

1. Be cordial, have the Auditors register their names/agency etc., and ensure you have
verified credentials.

2. Invite the Auditors to wait in a conference room or office, while you gather your
thoughts and collect your team of individuals that will be working with the audit.

3. Ensure that there is a single person in charge for the company who will be asking /
fielding questions.

4. Never meet with an auditor alone, always have a witness to help take notes and record
what is said or implied.

5. Auditors sometimes come in expecting to jump in with both feet, but you have a right
to slow things down - which is ideal. The slower, the better! Simply state that you will need
more time to pull information. Generally, you will be able to supply requested
documentation after the auditors have left the building.

6. Based on your knowledge and competency of the subject matter, ask questions
regarding regulations and source documents. Do not appear to be ignorant of regulations,
but also do not allow the auditor to overstep their boundaries - which they tend to do.
Auditors are not courts, and most agencies do not have adjudicatory powers. They often
imply in their discussion with those being audited that they are “deciding” one way or
another. So, make certain you understand the extent of their authority

7. Offer direct answers to questions asked; do not offer up more information than is
requested. If possible, do not suggest that you are out of compliance during the audit.

8. Remember the 'Plain Sight Rule' - which is; anything that is seen or comes up during
the audit, which may fall outside the original reason for them coming, is fair game and will
add to the auditors list of things to investigate. Audits can easily 'snow-ball'.

9 Callinlegal counsel or consultants if you are concerned. In general, a consultation will
be much less expensive than the pending fines, and well worth the investment.

10. Expect auditors! Your preparation for the inevitable arrival of “the suits” someday can
help you better manage the situation:
* Identify a point person to be the primary contact when auditors arrive.

* Provide a workspace that is comfortable, well-lit and can accommodate auditors using
their computers/laptops and phones. If possible, for a multi-day audit, assign one work
room — don’t bounce auditors from one space to another.

* If you've received advanced notice of the audit, have everything available that has been
requested, in good order. Looking organized and efficient sets the tone for them to
trust your work.



#10 (con’t) Expect auditors!

* If there is any chance auditors will need to speak to your employees, brief those
employees on what they might expect and what to do if they don't know the answer to a
question.

Finally, if you do get assessed any penalties, you can almost always negotiate the amount
or request a waiver of the penalty. Any audit experience is a way to learn how to do things
better!
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