Kick-off (Step 1: Project)

Kick-off of your audited

Kick-off (Step 2: Client)

Initial audit documents requested

Kick-off (Step 3: Internal)

Planning (Step 1: Internal preparation)

Audit Planning Meeting

Planning (Step 2: Client

Admin

Client

Accountant

Reviewer

financial statements

Ensure meeting is
scheduled (and
remind client of

upcoming meeting)

preparation)

Critical details needed to complete your audit

Additional details needed to complete your audit

Planning (Step 3: Preliminary
review)

Fieldwork (Step 1: Prep for

Testing)

Additional information
requested for your audit

Fieldwork (Step 2: Testing at our office)

On-site testing (for audit)

Fieldwork (Step 1: Testing at Client)

Pre-issuance Review

Audit review meeting

Finalization (Step 1a: Client
meeting)

Finalization (Step 1b: Deliver
electronically)

Audit documents ready for review

Finalization (Step 2: Issue Financials)

Schedule your audit

kick-off meeting at:
https://

' 4 outlook.office365.co
m/owa/calendar/
[youremail]/

bookings/

Upload your
g Accounting System
Memo

Upload your Trial

Balance (TB)

Schedule your audit

planning meeting at:
https://

' 4 outlook.office365.co
m/owa/calendar/
[youremail]/

bookings/

Copy of the
December 31
Accounts receivable
Aging schedule,
Copy of the Copy of the including a list of all
December bank December payments (with

statements and investment dates, amounts)

' g bank reconciliations, e @ statements, and @ ammmm = received from
customers as of the
current date. Please
also provide a copy
of the bank
statement(s) that
show the payments
being deposited.

and a listing of any listing of any

changes or new changes or new
accounts. accounts.

Copy of invoices
supporting any
purchases of
equipment (provide
specific list if
possible). Please
review the Repairs

and Computer
Expenses (add any
additional accounts
as needed) trial
balance accounts,
for any purchases
that should have

Accounts payable

S 4 and Maintenance T g aging reportas of w4

December 31.

For all notes payable
and lines of credit,
please provide a
copy of the
December
statements that
agrees to the
balances at
December 31. If
available, please
provide an
amortization
schedule for each
note or LOC. If
provided to client:
Please fill out sepa

Copy of the business
credit card
statements for
December XXXX and
January XXXX.

A reconciliation of
Shareholder/ .
A schedule showing rent expense,
Member Loan from o .
all dividends/ recorded in the
XXXX for XXXX T
distributions and general ledger, to
St g contributions made ey the lease
by each agreement(s) in
shareholder/ effect during the
member. year ended
December 31.

Please provide
accrued interest
schedule and
documentation of
terms of the note.

Please provide the
calculation for
accrued payroll and
a copy of payroll
report for pay
SIS accounts: Please

Sy 4 December XXXX and gy o o
provide a copy of
January XXXX, and o . :
T the invoices listed in
the attached
(include any payroll ::l?edalflee
periods for which '
testing is being
performed).

If samples have
been selected for
any expense

Attached is a word

document version of

Please provide us the financial
with a listing of all Please update the
journal entries (in attached Copy of from XXXX. Please

S 2 Excel, if possible) T g Accounting System s 4 update them as
recorded during the Memo for any much as possible.

period 1/1/XX to the changes in XXXX. We will complete

current date. the sections that
you are not able to

address.

Please provide a
copy of all invoices
paid to attorneys in

XXXX and XXXX.

statement footnotes

S Payments made for Sy 2 which a

Please provide a
summary of related
party transactions
(sales/purchases to/
from companies in

Please provide a
schedule of all cash

January (and shareholder/
February) XXXX. member or member
of a shareholder's/
members family has
an interest), if any.

Please provide a
listing of the
retainage receivable
amount at XXXX by
job and note when
the retainage will
likely be paid. This
will be used to
determine the
amount of retainage
at XXXX that will be
received by the
Company before
XXXX+1.

Inventory related
schedules/
documentation

Please provide a
copy of the prepaid
expenses schedule

that supports the
balance at
December 31.

Please provide a
copy of the fixed
asset listing and
depreciation
schedule for the
year ending
December 31.

Schedule of
contracts that were
started and
completed in XXXX
that lists total
revenue, total costs
and the gross profit
percentage by job.

Please provide us

with a listing of all .
: g . Please provide the
journal entries (in

. . contract back log
—> pos.s.lble) —> report at December
recorded during the 31
period 1/1/XX to the .
current date.

Please provide us
with the following
documents (see
description).

Clarification needed:

Schedule a time to

complete your on-

site testing for your
audit: https://

outlook.office365.co
m/owa/calendar/
[youremail]/
bookings/

Schedule a time to

complete your audit
review: https://

' 2 outlook.office365.co
m/owa/calendar/
[youremail]/

bookings/

Please review, sign

Please review and and upload the

' d comment on your s 2 attached
audit documents representation
letter

Complete Kick-Off

meeting with client

Schedule and
complete the

internal 15 minute
kick-off meeting

Complete
preliminary work
(roll forward binder,
import TB, group
accounts, update FS,
update PBC list,
complete
workpapers)

Schedule and
complete the
internal planning
meeting

' 4 planning meeting
(and update work
item)

Schedule / remind /
complete client

Prep for Phase 1
testing (sampling,
communicate

updates, sample
selection, updated
schedule)

Ensure all critical Complete Phase 1

' 4 documents have testing (at our
been received office)

Prep for pre-
issuance review
(quick check and

schedule)

Complete Phase 2
testing (at client)

Take corrective
actions (post Pre-
Issuance review)

Determine HOW to
deliver drafts (and
delete other section
below)

Complete audit
review meeting

Update and send

(remind, complete,
and make changes)

client task below

Confirm receipt of
signed
representation
letter

Complete
finaiization tasks
(issue financials,
update PBC list,

schedule AAR
meeting)

Finalize binder

Review audit plan

and sign-off

Complete

preliminary review

Complete Pre-
Issuance Review
(confirm quick
check, complete

review, conduct

review meeting, and

take corrective
actions)
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