[Date]

To: [Management Name/Board of Directors]
From: [Audit/Risk Assessment Team Name]
Subject: Management Letter - Risks Associated with Overreliance on Manual Data Entry

Dear [Recipient Name],

During our recent [Internal Audit/Review] of the [Department/Process Name], we identified
significant operational risks stemming from an overreliance on manual data entry. This letter
outlines our findings and provides recommendations for mitigation.

1. Observation

The current workflow for [Process Name] relies heavily on manual input into [System Name].
Specifically, we noted that [Description of manual task, e.g., "financial data is manually
transcribed from paper invoices into the accounting software"].

2. Identified Risks

o Data Integrity and Accuracy: Manual processes are prone to human error, such as
transpositions, omissions, and duplications, leading to unreliable reporting.

e Operational Inefficiency: High volumes of manual entry consume significant staff hours
that could be redirected toward value-added analysis.

e Lack of Scalability: The current manual framework cannot support projected growth in
transaction volume without a linear increase in headcount.

o Timeliness: Delays in data processing create a lag between business events and their
visibility in management reports.

3. Recommendations

To strengthen the internal control environment and improve efficiency, we recommend the
following:

e Automation: Implement [OCR/API/Automated Integration] to facilitate direct data
transfer between systems.

e Validation Controls: Introduce automated input validation rules (e.g., limit checks,
format matching) to catch errors at the point of entry.

e Reconciliation: Establish a formalized, periodic reconciliation process to compare source
documents with system outputs.

4. Management Response
[Space for Management to provide their action plan and expected completion date.]

We remain available to discuss these findings in further detail at your convenience.



Sincerely,

[Your Signature]
[Your Title]



