Contributed February 20, 2003 by Phyllis Patrick (Phyllis.Patrick@msnyuhealth.org)


To:




From:  



Date:




Subject:
Data Request for review of (insert area)

Pursuant to our recent meeting with respect to our planned audit of Payroll, using CAATTs data analysis software, we would like to arrange for download of the attached data files and fields to the FTP Server set up for this purpose.

This review involves the audit of (insert audit area) in the following entities:  (insert entities).  We understand your office can provide information for the following areas (insert areas).  Since this is an enterprise-wide review, we will be requesting similar data from (insert organizations).

We request that each of the above entities be forwarded as separate files and that three files be created for each entity, to reflect all transactions captured by the system for (insert audit period).  

To meet our planned review objectives and timing, the data must reflect all transactions captured by the system up to and including (insert audit period).  

To facilitate our CAATT analysis, the data should be given to us in the form of flat files and placed in “(provide location)” on Drive I. 

Together with the data, please document the file record layouts, including the skip length, if applicable, and record lengths.  For each field, document the field name, field start position, field length, data type, and formats of numeric and date items.  We also require documentation of key control information, including the transaction cutoff date and time, the number of records in the file and control totals of numeric fields where applicable.

This represents our initial data request associated with this audit.  We anticipate that it may be necessary for subsequent data requests, but we will endeavor to keep these requests to a minimum, in consideration of your time and resources.  

We appreciate your assistance with data access, and look forward to working with you during the course of our audit.

If you have any questions please do not hesitate to contact me (xxx-xxx-xxxx), or ________(xxx-xxx-xxxx).

