




       One of the things that keeps me up at night as the university 
auditor is having an external auditor — whether be it an IG (inspector 

general) or our state auditor — identify issues in an area of the 
university that our office hasn’t previously assessed. 

- Chief audit executive at a public research university

2. Assign a point of contact

Designate one individual to be  
responsible for agency communication
Institutions should designate one individual 
to serve as the liaison to the external 
agency. This representative should possess 
a thorough understanding of the agency 
request and the needs for the review. This 
will help establish a clear communication 
process with the external agency.

Inform the individual of the  
responsibilities and relevant personnel 
While the designated individual may not be 
responsible for all agency interactions, he 
or she will have knowledge of all the tasks 
necessary to complete the request. This 
individual can then take the lead to  
delegate tasks and responsibilities among 
relevant parties.  

3. Involve key parties

Identify personnel with 
a role in the data request 
Many departments or units may have a role 
with the collecting, managing or reporting 
of information requested in support of the 
review.  In the case of an audit of a research 
grant, the department managing the 
grant may be the primary group involved; 
however, the department also may need 
to coordinate with human resources, 
procurement, finance or IT in order to gather 
all relevant documentation.

Determine whether legal counsel is required
In certain cases, there will be legal  

implications with sharing data.  
Consider communicating with legal 
counsel to determine if there are any legal 
ramifications, and if any information  
needs to be redacted. 

4. Define roles and responsibilities

Clarify responsibilities related to  
gathering data and monitoring requests
Once you determine all of the key parties 
involved in the data request, define roles 
and responsibilities. Leadership is key, and 
the point of contact may often serve in the 
project manager role. Request a timeline 
from the external agency that includes 
activities such as documentation requests, 
deadlines for completing the audit and an 
expected cutoff date for management’s 
response to the report. This information will 
be helpful when assigning responsibilities.

Assess and assign roles in relation  
to the scope of the review
Depending on the nature of the request, it 
may be helpful to assign roles based on 
when tasks need to be completed.  
Consider creating a log of requests and 
document the information provided and the 
date of the response. Schedule meetings 
with the external agency to understand 
the agency’s needs, questions, preliminary 
observations and challenges with the audit 
as well as changes to the timeline or scope. 
Maintain organized documentation and 
track which items require additional follow-
up to detect enhancement opportunities 
related to your documentation and identify 
if certain departments or employees will 
need assistance.
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