
Management Agreed-upon responses
instructional guide
Audit and Advisory Services (A&AS) has implemented a continuous Management Review and Response process. This process involves examining reports issued by A&AS, the California State University, Office of the Chancellor, and External Auditors/Consultants. All reports will be reviewed to identify recommendations, management responses, and the status of agreed-upon management response corrective actions. Use this guide to help you develop comprehensive management responses and understand the follow up process.
1. AUDIT REPORT 
In the final stage of an audit, the auditor will schedule a meeting to discuss the draft audit report observations. This meeting is an opportunity for the auditee to provide feedback and receive clarification on audit observations. A list of observations will be distributed to auditee management and A&AS.
2. RESPONSE
Auditee management must provide a response to each audit observation in writing within 5 working days from receipt of the final draft report. Responses may be in the affirmative or negative. Affirmative responses should address controls to correct the observation (i.e. outline the corrective actions to be implemented), and be SMART: specific, measureable, attainable, realistic, and timely. If the response does not include the completion date, A&AS will assign a date six months from the report date.
Example: 
Agreed-Upon Management Action Plan
	Status
	Target Completion Date
	Responsibility

	Open
	December 1, 2016
	Position title, Department


XX in department XX will do XX to correct XX.


Negative responses must briefly explain why auditee management disagrees with an observation.
3. FOLLOW UP
A&AS will meet with auditees to follow up on the implementation of corrective actions (i.e. obtaining documentation supporting implemented actions). Information gathered by A&AS at these follow up meetings with auditees will be provided to SFSU upper management.
If corrective actions have not been implemented during A&AS’ follow up report reviews, the A&AS team will request auditee management to commit to a future implementation date, obtaining (1) the individual responsible and accountable for implementation, and (2) an implementation timeline. If these corrective actions remain outstanding 30 days past this agreed-upon deadline, these issues will be escalated to SFSU Senior Leadership. 
