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Answer 
This is a difficult question where an answer will depend on a number of factors including personal preference and 
organisation style rules, so we have prepared a list of what we believe are advantages and disadvantages.

Report Type Advantages Disadvantages

PowerPoint

 › More colourful and visual so more inviting 
to read.

 › Dynamic content.
 › Dashboard reporting can be easily incorpo-

rated.
 › Easier to read when used well. 
 › Makes it more difficult to write too much.
 › Can be projected on a screen to obtain 

management actions rather than wait-
ing for a written response from the audit 
sponsor.

 › Easy to read on devices such as iPads.
 › Can double as a presentation to an audi-

ence.

 › May not be acceptable in organisations 
with strict document style rules.

 › Can be verbose if not well-constructed.
 › Imposes artificial limits on text blocks.
 › Running text across more than one page is 

a manual process.
 › Not generally designed to be printed.

Word

 › More detailed than PowerPoint slides.
 › Can include a lot of information.
 › Useful in organisations with strict docu-

ment style rules.
 › Can provide strong control over text format.

 › Less colourful and visual so less inviting to 
read.

 › Easy to write too much.
 › More words and lots of text which leads to 

resistance from people to read the entire 
document.

 › More words can often lead to more negotia-
tion and arguments with the audit sponsor.

 › Not generally designed for on-screen read-
ing.

 › Difficult to read on devices such as iPads.
 › Needs to be reproduced in PowerPoint to 

be presented to an audience.
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