
Pre-Audit Preparation Checklist for Manufacturing
Companies
Ensuring thorough pre-audit preparation is essential for manufacturing companies to streamline the audit process and
maintain compliance. This checklist helps identify critical areas such as document organization, regulatory requirements,
and internal controls. Proper preparation minimizes disruptions and enhances overall audit efficiency.

1. General Preparation
Assign an audit coordinator or primary contact person.
Communicate the audit schedule and objectives to all relevant staff.
Designate a space for auditors to work, if on-site audit is expected.
Ensure availability of key employees during the audit.

2. Documentation and Records
Organize and update the following documents:

Financial statements (balance sheet, income statement, cash flow statement)
General ledger and accounting records
Inventory records and procedures
Purchase orders and supplier contracts
Production logs and quality assurance records
Employee records (training, certifications, time sheets)

Ensure all documents are current and accessible, both physically and electronically.
Prepare a master list of all files and records provided to auditors.

3. Regulatory Compliance
Review compliance with industry regulations (e.g., OSHA, EPA, ISO standards).
Gather licenses, permits, and certificates related to manufacturing operations.
Compile documentation of recent regulatory inspections and corrective actions.
Verify environmental, health, and safety policies are up to date.

4. Internal Controls
Document internal control procedures for:

Inventory management
Procurement and vendor selection
Production process
Expense authorization

Identify and address any internal audit findings from previous years.
Ensure segregation of duties is in place and documented.

5. IT Systems and Data Security
Test and back up accounting, ERP, and manufacturing software.
Review user access rights and security protocols.
Prepare documentation for IT systems and recent updates.

6. Other Key Areas
Prepare a list of significant changes since the previous audit (e.g., new systems, facilities, processes).
Review pending and ongoing litigation, if any.
Summarize key business risks and mitigation strategies.
Communicate with auditors in advance regarding any unique company circumstances.

Tip: Start preparations early and involve cross-departmental teams to ensure a smooth and efficient audit process.
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