
DATA TRACKING MATRIX
· SAO Requests of Agency

· Agency Requests of SAO

The Data Tracking Template is used to document data requests, control versions of data provided to the auditor and track whether requests are timely. 

· The agency will need to assign responsibility for managing data requests from the auditor (generally this would be the responsibility of the audit liaison).

· The assigned party is responsible for receiving all data requests, logging them into the tracking log, assigning them to appropriate agency data experts, gathering the documentation and delivering requested documentation to the auditor within the defined timelines.   Or:  Audit Liaison puts SAO in contact with the agency contact  and requested data detail/ responses cc’d to Audit Liaison for logging/tracking purposes.
	SAO REQUESTS


	Date of Request
	Data Requested
	Due Date of Request
	Request Assigned to and in-process status.
	Date Delivered / copy of data 
	Status or Comments

	 
	
	 
	
	
	


AGENCY REQUESTS OF SAO
	 Request
	Date Requested
And To Whom
	Date 

Responded
	Status or Comments
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