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CNL – Template – Audit Response Process

IBPL Sample Template
Audit Response Process Overview and Diagram
The following guide will assist in the steps of an outside audit of your organization’s software. 
· Letter received 

· Sent to legal department 

· CEO and Board of Directors notified 

· IT Asset Manager and Audit Response team notified 

· Audit response team deployed 


Minimum: 

· IT Asset Manager

· Legal 

· Procurement

· Executive staff member – CIO, CFO

· Financial proofs of purchases gathered 

· Automated software discovery audit conducted 

· Legal team validates claim and negotiates to narrow scope of audit, time frame, changes to systems 

· Legal team review terms in contracts for right to audit clause

· Hardware audit conducted 

· Comparison of automated discovery audit and hardware audit conducted 

· Any additional hardware devices audited 

· Scrub data from discovery audit to match narrowed focus of audit (included all hardware devices) 

· Use a spreadsheet example (Proof of Purchase Summary Report as seen in the following example) or similar form  to classify hardware and software 

· Pull proof of purchase documents for narrowed focus of audit 

· Check proof of purchase documentation for following items: 

· Date purchased 

· Full description of software/hardware 

· Hardware purchase should include full description of software included 

· Version 

· Quantity 

· Vendor contact information 

· Name of your organization 

· Price paid 

· Proof of payment 

For more information on what constitutes a proof of purchase contact info@iaitam.org 

· Brief legal and executive team with all necessary data
Do not give more information than what is required by audit if proof of purchase contains more software than required by scope of audit, make out additional items.
Audit team should make supporting documents including proof of purchases with exhibits to make the match up easier to understand for legal team and auditing entity. 

All information should be turned over to the legal department when compiled so they may prepare for negotiations. They will in turn, inform the audit team if any additional information is needed. 

Proof of Purchase Summary Report

In order to prepare for an audit or to begin a software asset management program, a tally of the existing documentation is an essential early step.  The following example provides a workable format from which you can build your own.

	
	IAITAM
	
	
	

	
	Proof Of Purchase Rpt, by Publisher
	
	
	

	
	Project: Test Project
	
	
	

	
	Department: Sample 
	
	
	

	
	# of systems included 
	
	
	

	
	
	
	
	

	Publisher
	COUNT
	POP
	TTL
	S E O

	Software/System
	
	
	
	

	Apple Computer, Inc.
	
	
	
	

	 QuickTime Player 5.0.1 (Multimedia) PC
	7
	7
	
	

	
	Apple Computer, Inc. SW:
	
	7
	E

	
	
	
	
	

	CYTEL Software GmbH
	
	
	
	

	 ISDN Toolbox Trace 32Bit 2.00.15 (Utility) PC
	1
	0
	
	

	
	CYTEL Software GmbH SW:
	
	1
	-1

	
	
	
	
	

	Microsoft Corporation
	
	
	
	

	 Access 2000 9.0.2719 (Database) PC
	6
	5
	
	-1

	 Excel 2000 9.0.2719 (Spreadsheet) PC
	7
	5
	
	-2

	 Expedia Streets & Trips 7.00.25.14 (Reference) PC
	2
	1
	
	-1

	 PowerPoint 2000 9.0.2716 a (Graphics/CAD) PC
	2
	5
	
	O

	 Word 2000 9.0.2717 (Word Processing) PC
	7
	5
	
	-2

	
	Microsoft Corp. SW:
	
	24
	

	Mortice Kerns Systems, Inc.
	
	
	
	

	 MKS Toolkit 4.01 (Development) PC
	6
	6
	
	E

	
	Mortice Kerns Sys, Inc. SW:
	
	6
	

	
	
	Total SW Titles:
	38
	-7


Count
= Total software found configured on systems.

POP 
= Proofs of Purchase (POP) Located.  Document type of POP separately.


Ttl. 
= Running total of POPs required.

S E O
= Short – Even – Over > In terms of POPs
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<Process Name>


<Function>


Mail Room


Legal Department


Board of Directors


Personnel


Workstations


Servers


MICROSOFT CORPORATION


Finance


Laptop


Accounting
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