Be Punctual

Being late is disrespectful so
Prioritise and Plan anhead.
Auditors are busy People.

Yes, People.

Be Professional

Pay attention and Participate.
Being distracted comes
across as discourteous or
ignorant. Focus!
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Participate! ( [
Provide information willingly.
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Be Pleasant
The auditor is doing a jolb.

A friendly. Polite attitude
gives a good impression.

Listen to the guestion. Open
up a little without waffling.

Pass the baton

If you donNn't know. say sol
‘Can you rephrase that?' is
fine too. If there's someone

petter to ask, suggest them.
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