Detailed Audit Trail Documentation
Template for Banking Operations

1. General Information

Document Title Detailed Audit Trail Documentation for Banking Operations
Prepared By [Name, Title, Department]

Date of Preparation [DD/MM/YYYY]

Version [Version Number]

Review Frequency [e.g., Annually, Bi-Annually]

2. Process/Activity Overview

Process/Activity Name [e.g., Funds Transfer, Customer Onboarding]
Process Owner [Name, Department]

Systems Involved [e.g., Core Banking System, Mobile Banking App]
Purpose [Brief Description of Process Purpose]

3. Audit Trail Requirements

Event/Action  Audit Data Captured Responsible Timestamp Retfentlon
Role Period

Transaction User ID, Transaction ID, Amount, s

Initiation Beneficiary, IP Address Initiator Recorded 7 Years

Authorization User ID, Approval Status, Comments Supervisor Recorded 7 Years

Modification Original & Modified Data, User ID, Reason, = Authorized Recorded 7 Years
IP Address User

Deletion User ":.)’ Record ID, Reason, Approval Admin Recorded 7 Years
Authority

4. Access and Review Controls

Who Can Access Audit Trail [List of Users/Roles: e.g., Auditors, Compliance Officers]

Review Schedule [e.g., Monthly, Quarterly]

Escalation Process [Describe escalation steps for discrepancies]

5. Exception Handling

Exception Type Resolution Steps Responsible Authority



Unauthorized Access

Data Tampering

6. Change Log

Date

[DD/MM/YYYY]
[DD/MM/YYYY]

Important Notes

Immediate Investigation and Reporting

System Forensics & Incident Report

Description of Change
Initial Version

[Summary of Update]

IT Security Team

Risk Management

Changed By
[Name]

[Name]

e This document must be reviewed and updated in accordance with regulatory and policy changes.

e Ensure audit trails are securely stored and are accessible only to authorized personnel.

Regularly test the integrity and completeness of stored audit data.

Adherence to applicable data privacy and retention laws is mandatory.

e Any gaps or exceptions discovered during audits should be promptly reported and remediated.
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