[bookmark: _81fgihdz409]Guidelines
[bookmark: _6oatxtvchtd4]User Access Review Report Templates
[bookmark: _67ihpb2j7x2c]3 Ready-to-Use Formats for Your Next Review
[bookmark: _xetvkypq259c]How to Use These Templates
This package contains three report templates designed for different audiences:
1. Executive Summary Template - One-page format for CFO, CISO, CEO, Board
2. IT Operational Report Template - Detailed metrics for IT leadership and security teams
3. Auditor Evidence Package Template - Systematic documentation for external/internal auditors
Instructions:
· Replace all placeholders shown as [PLACEHOLDER_NAME] with your actual data
· Remove any sections not relevant to your organization
· Adjust metrics and tables based on your specific systems and scope
· Maintain the structure—it's designed around what each audience needs

[bookmark: _ca3ll5ch4oen]TEMPLATE 1: EXECUTIVE SUMMARY
[bookmark: _dir92tkxlxwi]TEMPLATE 1: EXECUTIVE SUMMARY
[QUARTER] [YEAR] User Access Review - Executive Summary
Review Completed: [DATE] | Reporting Period: [QUARTER] [YEAR]
Prepared By: [DEPARTMENT_NAME] | Presented To: Executive Leadership
[bookmark: _uk8b931v4gt8]Bottom Line Assessment
[SELECT ONE:]
✅ Access Review Successfully Completed [OR] ⚠️ Access Review Completed with Issues Requiring Attention[OR] ❌ Access Review Incomplete - Action Required
· [XX]% completion rate (target: >[TARGET]%)
· [All/Some/None] [COMPLIANCE_FRAMEWORKS] systems reviewed
· Critical access issues [remediated within SLA / pending remediation]
[IF ISSUES EXIST, ADD:]
⚠️ Key Finding Requiring Attention
· [XX]% of reviewed access was inappropriate (industry benchmark: 8-12%)
· [PRIMARY_ISSUE_DESCRIPTION]
· Recommendation: [PRIMARY_RECOMMENDATION]
✅ Regulatory Compliance Status
· FRAMEWORK_1: [Compliant/Non-Compliant] - [STATUS_DESCRIPTION]
· FRAMEWORK_2: [Compliant/Non-Compliant] - [STATUS_DESCRIPTION]
· FRAMEWORK_3: [Compliant/Non-Compliant] - [STATUS_DESCRIPTION]
· FRAMEWORK_4: [Compliant/Non-Compliant] - [STATUS_DESCRIPTION]
[bookmark: _sbgcgg70haq4]Key Findings
Access Decisions:
· [XX]% Approved (appropriate access)
· [XX]% Revoked (inappropriate access)
· [XX]% Modified (permissions downgraded)
High-Risk Issues Found:
· [NUMBER] terminated employees with active access >[XX] days
· [NUMBER] segregation of duties conflicts in [SYSTEM_TYPE]
· [NUMBER] dormant accounts (no login >[XX] days)
[All high-risk findings remediated within [XX] hours. / High-risk findings pending remediation - see action plan below.]
[bookmark: _m28rv9h82qnw]Performance Trend (Last 4 Quarters)
	Quarter
	Completion
	Revocation Rate
	Remediation Time

	[Q1 YEAR]
	[XX]%
	[XX]%
	[X.X] days

	[Q2 YEAR]
	[XX]%
	[XX]%
	[X.X] days

	[Q3 YEAR]
	[XX]%
	[XX]%
	[X.X] days

	[Q4 YEAR]
	[XX]% [✅/⚠️/❌]
	[XX]%
	[X.X] days [✅/⚠️/❌]


Positive trend: [DESCRIBE_POSITIVE_TRENDS]
Concern: [DESCRIBE_CONCERNS_OR_DELETE_IF_NONE]
[bookmark: _h1l9dx3qj80j]Recommendations
Immediate (Next 30 Days):
· [ACTION_ITEM_1]
· [ACTION_ITEM_2]
· [ACTION_ITEM_3]
Strategic (Next Quarter):
· [STRATEGIC_ITEM_1]
· [STRATEGIC_ITEM_2]
· [STRATEGIC_ITEM_3]
Expected Impact:
[DESCRIBE_EXPECTED_OUTCOMES]
[bookmark: _jmwq4kc6tpw7]Risk Assessment
	Risk Category
	Current State
	Target
	Action

	Access Governance
	[Low/Medium/High] ([DESCRIPTION])
	[TARGET_STATE]
	[ACTION_PLAN]

	Offboarding
	[Low/Medium/High] ([DESCRIPTION])
	[TARGET_STATE]
	[ACTION_PLAN]

	Compliance
	[Low/Medium/High] ([DESCRIPTION])
	[TARGET_STATE]
	[ACTION_PLAN]


Overall Assessment: [OVERALL_ASSESSMENT_STATEMENT]
Prepared By: [NAME], [TITLE]
Reviewed By: [NAME], [TITLE] | [NAME], [TITLE]
[bookmark: _1665tjv6logh]TEMPLATE 2: IT OPERATIONAL REPORT
[bookmark: _v4w7tf4dv2o7]TEMPLATE 2: IT OPERATIONAL REPORT
[QUARTER] [YEAR] User Access Review - IT Operational Report
Review Completed: [DATE] | Report Purpose: Process Optimization
Audience: IT Leadership, Security Team, Identity Governance Team
[bookmark: _v5cr12c15env]1. Completion Performance by Department
Overall: [XX]% (Target: >[TARGET]%) [✅/⚠️/❌]
	Department
	Reviews
	Completed
	Rate
	Avg Days

	[DEPT_1]
	[X]
	[X]
	[XX]%
	[X.X]

	[DEPT_2]
	[X]
	[X]
	[XX]%
	[X.X]

	[DEPT_3]
	[X]
	[X]
	[XX]%
	[X.X]

	[DEPT_4]
	[X]
	[X]
	[XX]%
	[X.X]

	[DEPT_5]
	[X]
	[X]
	[XX]%
	[X.X]

	[DEPT_6]
	[X]
	[X]
	[XX]%
	[X.X]

	[DEPT_7]
	[X]
	[X]
	[XX]%
	[X.X]

	[DEPT_8]
	[X]
	[X]
	[XX]%
	[X.X]


Key Insights:
· [INSIGHT_1: e.g., "Legal missed deadline - follow up required"]
· [INSIGHT_2: e.g., "Executive reviews slowest - schedule earlier"]
· [INSIGHT_3: e.g., "Finance fastest - study their workflow"]
Process fix for next quarter: [SPECIFIC_PROCESS_IMPROVEMENT]
[bookmark: _sw1xhjv589ka]2. Certification Decision Breakdown
Total Access Reviewed: [X,XXX] grants
	Decision
	Count
	%
	Analysis

	Approved
	[X,XXX]
	[XX]%
	Standard appropriate access

	Revoked
	[XXX]
	[XX]%
	[Above/Below/At] benchmark (8-12%)

	Modified
	[XX]
	[X]%
	Excessive permissions reduced

	Escalated
	[XX]
	[X]%
	Required SME input


Why Access Was Revoked:
	Reason
	Count
	%
	Process Implication

	Role changed
	[XXX]
	[XX]%
	[DESCRIBE_IMPLICATION]

	Dormant account
	[XXX]
	[XX]%
	[DESCRIBE_IMPLICATION]

	Project ended
	[XXX]
	[XX]%
	[DESCRIBE_IMPLICATION]

	Duplicate access
	[XX]
	[X]%
	[DESCRIBE_IMPLICATION]

	Security concern
	[XX]
	[X]%
	[DESCRIBE_IMPLICATION]


Critical finding: [DESCRIBE_PRIMARY_FINDING_AND_ROOT_CAUSE]
Fix: [DESCRIBE_SOLUTION]
[bookmark: _krhzpyzglfmc]3. Application-Level Analysis
Applications with Highest Revocation Rates:
	Application
	Users
	Revoked
	Rate
	Risk Level

	[APP_1]
	[XXX]
	[XX]
	[XX]%
	⚠️ High

	[APP_2]
	[XXX]
	[XX]
	[XX]%
	⚠️ High

	[APP_3]
	[XXX]
	[XX]
	[XX]%
	Moderate

	[APP_4]
	[XXX]
	[XX]
	[XX]%
	Normal

	[APP_5]
	[XXX]
	[XX]
	[XX]%
	Normal

	[APP_6]
	[XXX]
	[XX]
	[X]%
	Normal


What this tells you:
[APP_1] ([XX]% inappropriate): [DESCRIBE_PROBLEM_AND_ROOT_CAUSE]
Fix: [DESCRIBE_SOLUTION]
[APP_2] ([XX]% inappropriate): [DESCRIBE_PROBLEM_AND_ROOT_CAUSE]
Fix: [DESCRIBE_SOLUTION]
[APP_3] ([XX]% moderate): [DESCRIBE_PROBLEM_AND_ROOT_CAUSE]
Fix: [DESCRIBE_SOLUTION]
[STANDARD_APPS] are healthy: [EXPLAIN_WHY_LOW_RATES_MAKE_SENSE]
[bookmark: _uasxeuxkws8]4. Privileged Access Deep Dive
[XX] Privileged Accounts Reviewed
	Privilege Type
	Reviewed
	Approved
	Downgraded
	Revoked
	Revocation Rate

	[PRIV_TYPE_1]
	[XX]
	[XX]
	[X]
	[X]
	[XX]%

	[PRIV_TYPE_2]
	[XX]
	[XX]
	[X]
	[X]
	[XX]%

	[PRIV_TYPE_3]
	[XX]
	[XX]
	[X]
	[X]
	[XX]%

	[PRIV_TYPE_4]
	[XX]
	[XX]
	[X]
	[X]
	[XX]%

	[PRIV_TYPE_5]
	[XX]
	[XX]
	[X]
	[X]
	[XX]%


High-risk findings:
· [FINDING_1]
· [FINDING_2]
· [FINDING_3]
[All high-risk privileged access revoked within [XX] hours per SLA. / Pending remediation for [X] accounts.]
Improvement opportunity: [DESCRIBE_OPPORTUNITY]
[bookmark: _flxcp3u1mllw]5. Remediation Performance
SLA Compliance: [XX]% [✅/⚠️/❌]
	Priority
	SLA
	On-Time
	Late
	Compliance

	Critical
	[XX] hours
	[XX]
	[X]
	[XX]%

	High
	[X] days
	[XXX]
	[X]
	[XX]%

	Medium
	[XX] days
	[XX]
	[X]
	[XXX]%


Average Remediation Time: [X.X] days (Target: <[X] days) [✅/⚠️/❌]
What slowed down remediation:
· [ISSUE_1_WITH_COUNT]
· [ISSUE_2_WITH_COUNT]
Remediation Speed by Application Type:
	Type
	Avg Time
	Automation Level
	Why

	SaaS (SSO-integrated)
	[X.X] days
	[XX]% automated
	[EXPLANATION]

	On-premises (AD)
	[X.X] days
	[XX]% automated
	[EXPLANATION]

	Legacy systems
	[X.X] days ⚠️
	[X]% automated
	[EXPLANATION]


Key insight: [DESCRIBE_KEY_INSIGHT_ABOUT_REMEDIATION_BOTTLENECKS]
Fix priority ranking:
1. [FIX_PRIORITY_1]
2. [FIX_PRIORITY_2]
3. [FIX_PRIORITY_3]
[bookmark: _mio5cerlvxdg]6. Platform Performance Metrics
Review Platform: [PLATFORM_NAME]
	Metric
	Performance
	Target

	Platform Uptime
	[XX.X]%
	>[XX.X]% [✅/⚠️/❌]

	Avg Page Load
	[X.X] seconds
	<[X] seconds [✅/⚠️/❌]

	Mobile Completion
	[XX]%
	Baseline tracking

	[INTEGRATION] Usage
	[XX]%
	Baseline tracking

	Support Tickets
	[XX]
	<[XX] [✅/⚠️/❌]


User Feedback:
· [XX]% rated platform "[RATING_DESCRIPTION]"
· Most common: "[COMMON_FEEDBACK]"
· Feature requests: [LIST_TOP_REQUESTS]
[bookmark: _n1h5zuczyy1f]7. Cost & ROI Analysis
Time Investment:
	Activity
	Hours
	Team

	Pre-launch prep
	[XX]
	[TEAM_DESCRIPTION]

	Review monitoring
	[XX]
	[TEAM_DESCRIPTION]

	Remediation execution
	[XX]
	[TEAM_DESCRIPTION]

	Evidence & reporting
	[XX]
	[TEAM_DESCRIPTION]

	Total
	[XXX] hours
	


Cost Analysis:
· Labor cost: $[XX,XXX] ([XXX] hrs × $[XXX]/hr blended rate)
· Platform cost (quarterly): $[XX,XXX]
· Total cost per review: $[XX,XXX]
· Cost per user: $[XX]
· Cost per access grant: $[X]
ROI vs. Manual Process:
· Previous manual process: [XXX] hours ($[XX,XXX])
· Current automated process: [XXX] hours ($[XX,XXX])
· Time savings: [XXX] hours ([XX]% reduction)
· Cost savings: [XX,XXX]perquarter([XX,XXX]perquarter([XXX,XXX] annually)
· Platform ROI: [X.X]x in first quarter, [X.X]x annually
[bookmark: _it9pr3598qan]8. Reviewer Experience Metrics
	Metric
	[CURRENT_QUARTER]
	[PREVIOUS_QUARTER]
	Trend

	Avg time per review
	[XX] min
	[XX] min
	[↓/↑/→] [XX]% [better/worse]

	Completion rate
	[XX]%
	[XX]%
	[↓/↑/→] [Description]

	Support requests
	[XX]
	[XX]
	[↓/↑/→] [XX]% [fewer/more]

	Satisfaction score
	[X.X]/5
	[X.X]/5
	[↓/↑/→] [Description]


Most common support questions:
1. "[QUESTION_1]" ([X] tickets)
2. "[QUESTION_2]" ([X] tickets)
3. "[QUESTION_3]" ([X] tickets)
Process improvements for next quarter:
· [IMPROVEMENT_1]
· [IMPROVEMENT_2]
· [IMPROVEMENT_3]
· [IMPROVEMENT_4]
[bookmark: _dgyfdbquks0i]9. Benchmarking
	Metric
	Our Performance
	Industry Benchmark
	Assessment

	Completion Rate
	[XX]%
	85-90%
	[✅/⚠️/❌] [Description]

	Revocation Rate
	[XX]%
	8-12%
	[✅/⚠️/❌] [Description]

	Remediation Time
	[X.X] days
	5-7 days
	[✅/⚠️/❌] [Description]

	Automation Level
	[XX]%
	60-70%
	[✅/⚠️/❌] [Description]


Overall maturity: [MATURITY_ASSESSMENT]
[bookmark: _npa9d6ez2wu7]10. Recommendations for Next Quarter
Process Improvements:
1. [PROCESS_IMPROVEMENT_1]
2. [PROCESS_IMPROVEMENT_2]
3. [PROCESS_IMPROVEMENT_3]
4. [PROCESS_IMPROVEMENT_4]
Platform Enhancements:
1. [PLATFORM_ENHANCEMENT_1]
2. [PLATFORM_ENHANCEMENT_2]
3. [PLATFORM_ENHANCEMENT_3]
4. [PLATFORM_ENHANCEMENT_4]
Training & Communication:
1. [TRAINING_IMPROVEMENT_1]
2. [TRAINING_IMPROVEMENT_2]
3. [TRAINING_IMPROVEMENT_3]
4. [TRAINING_IMPROVEMENT_4]
Expected Outcomes:
· [EXPECTED_OUTCOME_1]
· [EXPECTED_OUTCOME_2]
· [EXPECTED_OUTCOME_3]
· [EXPECTED_OUTCOME_4]
Report Prepared By: [NAME], [TITLE]
Date: [DATE]
[bookmark: _z0tbfrul7jbb]TEMPLATE 3: AUDITOR EVIDENCE PACKAGE
[bookmark: _iqwlkgta9x3u]TEMPLATE 3: AUDITOR EVIDENCE PACKAGE
[QUARTER] [YEAR] User Access Review - Auditor Evidence Package
Review Period: [START_DATE] - [END_DATE]
Evidence Package Prepared: [DATE]
Audit Type: [SOX 404 ITGC / SOC 2 Type II / HIPAA Security Rule / PCI DSS / ISO 27001]
Prepared For: [EXTERNAL_AUDIT_FIRM_NAME]
Company: [COMPANY_NAME]
[bookmark: _g7jztp84tvha]Section 1: Control Objective
Control ID: [CONTROL_ID]
Control Description: User access to in-scope applications is reviewed by appropriate personnel on at least a [FREQUENCY] basis (for [SYSTEM_TYPES]) to ensure access remains appropriate based on current job responsibilities and least privilege principle.
Control Owner: [NAME], [TITLE]
Control Frequency:
· Quarterly: [SYSTEM_CATEGORIES_1]
· Semi-Annual: [SYSTEM_CATEGORIES_2]
· Annual: [SYSTEM_CATEGORIES_3]
Regulatory Requirements Satisfied:
· 
· 
· 
· 
· 
[bookmark: _zeiv03qpezca]Section 2: Review Scope
In-Scope Applications:
	Application
	Classification
	Frequency
	Users
	Compliance

	[APP_1]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_2]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_3]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_4]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_5]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_6]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_7]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_8]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_9]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]

	[APP_10]
	[CLASSIFICATION]
	[FREQUENCY]
	[XXX]
	[FRAMEWORK]


Total Scope:
· Applications: [XX]
· Users Reviewed: [XXX] employees + [XX] contractors
· Access Grants Reviewed: [X,XXX]
[bookmark: _4j4vfl7tt4ca]Section 3: Control Design Documentation
Policy Reference: [POLICY_NAME] v[VERSION] (Effective: [DATE])
Review Process:
1. [STEP_1_DESCRIPTION]
2. [STEP_2_DESCRIPTION]
3. [STEP_3_DESCRIPTION]
4. [STEP_4_DESCRIPTION]
5. [STEP_5_DESCRIPTION]
6. [STEP_6_DESCRIPTION]
7. [STEP_7_DESCRIPTION]
Roles and Responsibilities:
· [ROLE_1]: [RESPONSIBILITIES]
· [ROLE_2]: [RESPONSIBILITIES]
· [ROLE_3]: [RESPONSIBILITIES]
· [ROLE_4]: [RESPONSIBILITIES]
· [ROLE_5]: [RESPONSIBILITIES]
[bookmark: _dxh5nuf44yw9]Section 4: Control Operating Effectiveness Evidence
[bookmark: _m4mu2gtr9pvn]4.1 Review Launch Documentation
Evidence Item: Review launch notification email
Date Sent: [DATE]
Recipients: [XX] certification owners
Delivery Confirmation: [XX]/[XX] delivered successfully
Attachment: See Exhibit A - Launch Email
Evidence Item: Review campaign configuration
Platform: [PLATFORM_NAME]
Configuration Date: [DATE]
Review Deadline: [DATE] ([XX] business days)
Attachment: See Exhibit B - Platform Screenshots
[bookmark: _rslgn07ry2lt]4.2 Certification Owner Decisions
Evidence Item: Complete certification decision log
Format: CSV export from [PLATFORM_NAME]
Records: [X,XXX] individual access certifications
Timestamp: All decisions timestamped with certification owner ID
Attachment: See Exhibit C - Certification Decision Log
Decision Summary:
	Decision
	Count
	Percentage

	Approved
	[X,XXX]
	[XX]%

	Revoked
	[XXX]
	[XX]%

	Modified
	[XX]
	[X]%


Sample Certification Records:
	User
	Application
	Owner
	Decision
	Timestamp
	Justification

	[USER_1]
	[APP_1]
	[OWNER_1]
	[DECISION]
	[TIMESTAMP]
	[JUSTIFICATION]

	[USER_2]
	[APP_2]
	[OWNER_2]
	[DECISION]
	[TIMESTAMP]
	[JUSTIFICATION]

	[USER_3]
	[APP_3]
	[OWNER_3]
	[DECISION]
	[TIMESTAMP]
	[JUSTIFICATION]

	[USER_4]
	[APP_4]
	[OWNER_4]
	[DECISION]
	[TIMESTAMP]
	[JUSTIFICATION]

	[USER_5]
	[APP_5]
	[OWNER_5]
	[DECISION]
	[TIMESTAMP]
	[JUSTIFICATION]



[bookmark: _zennzasgc3uu]4.3 Remediation Execution Evidence
Evidence Item: Remediation ticket log
Ticketing System: [SYSTEM_NAME]
Tickets Created: [XXX] revocation tickets
Tickets Completed: [XXX] ([XXX]%)
Average Completion Time: [X.X] days (SLA: [X] days)
Attachment: See Exhibit D - Remediation Ticket Report
Sample Remediation Tickets:
	Ticket ID
	User
	Application
	Access Revoked
	Created
	Completed
	Days
	Assigned To

	[TICKET_1]
	[USER_1]
	[APP_1]
	[ACCESS_TYPE]
	[DATE]
	[DATE]
	[X]
	[TEAM]

	[TICKET_2]
	[USER_2]
	[APP_2]
	[ACCESS_TYPE]
	[DATE]
	[DATE]
	[X]
	[TEAM]

	[TICKET_3]
	[USER_3]
	[APP_3]
	[ACCESS_TYPE]
	[DATE]
	[DATE]
	[X]
	[TEAM]

	[TICKET_4]
	[USER_4]
	[APP_4]
	[ACCESS_TYPE]
	[DATE]
	[DATE]
	[X]
	[TEAM]

	[TICKET_5]
	[USER_5]
	[APP_5]
	[ACCESS_TYPE]
	[DATE]
	[DATE]
	[X]
	[TEAM]



[bookmark: _ck89gj3gh4cz]4.4 Remediation Validation Testing
Evidence Item: Post-remediation validation test results
Test Date: [DATE_RANGE]
Methodology: Attempted authentication for sample of revoked users
Sample Size: [XX] users ([XX]% of revoked access)
Results: [XX]/[XX] access properly revoked ([XXX]% validation)
Attachment: See Exhibit E - Validation Test Results
Sample Validation Tests:
	User
	Application
	Expected
	Actual
	Test Date
	Tester

	[USER_1]
	[APP_1]
	Access Denied
	[RESULT] ✅
	[DATE]
	[TESTER]

	[USER_2]
	[APP_2]
	Access Denied
	[RESULT] ✅
	[DATE]
	[TESTER]

	[USER_3]
	[APP_3]
	Access Denied
	[RESULT] ✅
	[DATE]
	[TESTER]

	[USER_4]
	[APP_4]
	Access Denied
	[RESULT] ✅
	[DATE]
	[TESTER]

	[USER_5]
	[APP_5]
	Access Denied
	[RESULT] ✅
	[DATE]
	[TESTER]


Validation Screenshots: See Exhibit F - Authentication Failure Screenshots
4.5 Audit Trail Documentation
Evidence Item: Complete audit trail export
Platform: [PLATFORM_NAME] audit logs
Date Range: [START_DATE] - [END_DATE]
Events Captured:
· Campaign creation and configuration
· Reviewer access to certification interface
· All certification decisions with timestamps
· Remediation ticket creation
· Access revocation execution
· Validation testing activities
Attachment: See Exhibit G - Complete Audit Trail
Audit Trail Integrity:
· No retroactive modifications detected
· All timestamps sequential and logical
· All events tied to authenticated user accounts
· Tamper-evident logging enabled
[bookmark: _u2wdks1hbdkb]Section 5: Completion Metrics
Overall Completion Rate: [XX]%
	Compliance Scope
	Apps
	Assigned
	Completed
	Rate

	FRAMEWORK_1
	[XX]
	[XX]
	[XX]
	[XXX]%

	FRAMEWORK_2
	[XX]
	[XX]
	[XX]
	[XXX]%

	FRAMEWORK_3
	[XX]
	[XX]
	[XX]
	[XXX]%

	FRAMEWORK_4
	[XX]
	[XX]
	[XX]
	[XXX]%

	Other Systems
	[XX]
	[XX]
	[XX]
	[XXX]%


Critical Finding: [DESCRIBE_COMPLETION_STATUS_FOR_COMPLIANCE_SCOPED_SYSTEMS]
[bookmark: _9sbbwj261miu]Section 6: Control Deficiency Assessment
Testing Conclusion: [No control deficiencies identified / Control deficiencies identified - see below]
Control Design: [Adequately designed / Design deficiency identified]
Operating Effectiveness: [Operating effectively per design / Operating ineffectively]
Basis for Conclusion:
· [CONCLUSION_BASIS_1]
· [CONCLUSION_BASIS_2]
· [CONCLUSION_BASIS_3]
· [CONCLUSION_BASIS_4]
· [CONCLUSION_BASIS_5]
Observations:
· [OBSERVATION_1]
· [OBSERVATION_2]
· [OBSERVATION_3]
· [OBSERVATION_4]
[bookmark: _wgs9c49fin6p]Section 7: Management Representation
I certify that the information provided in this evidence package accurately represents the [QUARTER] [YEAR] user access review process and results. The access review was conducted in accordance with company policy and applicable regulatory requirements. All identified inappropriate access has been remediated.
[TITLE_1]:
Signature: ___________________________ Date: _______________
Name: [NAME]
[TITLE_2]:
Signature: ___________________________ Date: _______________
Name: [NAME]
[bookmark: _u1e83kucuelw]Section 8: Evidence Exhibits
Exhibit A: Review launch notification email
Exhibit B: Platform configuration screenshots
Exhibit C: Complete certification decision log (CSV, [X,XXX] records)
Exhibit D: Remediation ticket report ([XXX] tickets)
Exhibit E: Validation test results ([XX] sample tests)
Exhibit F: Authentication failure screenshots ([XX] samples)
Exhibit G: Complete audit trail export
Exhibit H: [POLICY_NAME] v[VERSION]
Exhibit I: Certification owner training materials
Exhibit J: Previous quarter comparison metrics
[bookmark: _b34zm1t2dlsl]APPENDIX: Instructions for Completing This Template
General Instructions:
1. Replace all [PLACEHOLDER] text with your actual data
2. Delete any sections not applicable to your organization
3. Attach all referenced exhibits as separate files
4. Have CISO and CFO sign Section 7 before submitting to auditors
5. Archive complete package per your retention policy
Specific Placeholder Guidance:
[QUARTER] [YEAR]: Use format "Q1 2026" or "First Quarter 2026"
[DATE]: Use format "January 15, 2026" or your organization's standard date format
[XX]% / [XXX]: Replace with actual numbers. Keep formatting (e.g., 94%, 3,214)
[FRAMEWORK_1-5]: Common examples:
· SOX 404 ITGC
· PCI DSS 7.1 & 8.1
· HIPAA Security Rule § 164.308(a)(4)
· SOC 2 CC6.2 & CC6.3
· ISO 27001 A.9.2.5
[APP_1-10]: Your actual application names (e.g., Salesforce, NetSuite, AWS Console)
[DEPT_1-8]: Your actual department names (e.g., Engineering, Sales, Finance)
[CLASSIFICATION]: Examples:
· Financial - SOX ITGC
· CDE - PCI DSS
· ePHI - HIPAA
· Business-Critical
· Infrastructure
· Standard
Evidence File Naming Convention:
· Exhibit_A_Launch_Email_[QUARTER]_[YEAR].pdf
· Exhibit_C_Decision_Log_[QUARTER]_[YEAR].csv
· Exhibit_D_Remediation_Tickets_[QUARTER]_[YEAR].xlsx
Review Checklist Before Submitting:
·  All [PLACEHOLDER] text replaced with actual data
·  All referenced exhibits attached
·  Timestamps verified against source systems
·  Management signatures obtained
·  Compliance scope matches policy requirements
·  Sample sizes meet auditor expectations (typically 10% minimum)
·  Validation testing documented with screenshots
·  Audit trail export includes complete date range
·  No confidential data exposed inappropriately
[bookmark: _3jy69y1esou2]Template Customization Tips
For Executive Summary:
· Keep to one page whenever possible
· Use ✅ ⚠️ ❌ symbols sparingly but consistently
· Lead with bottom-line assessment, not methodology
· Include 4-quarter trend, not just current quarter
· Recommendations should have timelines and expected impact
For IT Operational Report:
· Focus on actionable insights, not just data
· Include root cause analysis, not just symptoms
· Compare to industry benchmarks for context
· Calculate ROI to justify platform investments
· Show quarter-over-quarter trends for all key metrics
For Auditor Evidence Package:
· Organize by control testing procedures, not internal process
· Include complete population data plus sample evidence
· Use system-generated timestamps, not manual entries
· Demonstrate audit trail integrity explicitly
· Map evidence to specific control objectives
· Include management representation signatures
Questions? Need Help?
Contact [SUPPORT_EMAIL] or visit [SUPPORT_URL] for assistance customizing these templates.




