Financial Audit Preparation Checklist

Preparing for a financial audit requires a detailed checklist to ensure all necessary documents and records are accurately organized. Follow a
step-by-step process to gather financial statements, verify compliance, and address any discrepancies. This preparation minimizes audit risks and
streamlines the overall review.

Step-by-Step Checklist

1. Gather Financial Statements
o Balance Sheet
o Income Statement (Profit & Loss)
o Cash Flow Statement
o Statement of Changes in Equity
2. Compile Supporting Documents
Bank staterments and reconciliations
Invoices (sales and purchases)
Receipts and disbursement records
Payroll records
Tax filings and payment confirmations
o Fixed asset registers and depreciation schedules
3. Review Internal Controls
o Document procedures for cash handling and approvals
o Segregation of duties policies
o Authorization matrices
4. Reconcile Accounts
o Verify all general ledger accounts are balanced
o Adjust for accruals, prepaids, and deferred items
5. Verify Legal and Regulatory Compliance
o Ensure compliance with applicable accounting standards
o Collect any required permits, licenses, and contracts
o Prepare documentation for any government grants or finding
6. Address Discrepancies
o Investigate and document any unusual transactions
o Resolve outstanding issues or variances
7. Prepare Management Representation Letter
o Summarize management's responsibility and disclosures
o Provide signed statement for the auditors
8. Organize Documentation for Easy Access
o Labelfiles clearly
o Maintain both digital and physical copies, if required
9. Schedule Pre-Audit Meetings
o Assign responsibilities to staff
o Clarify audit objectives and timelines
10. Review Previous Audit Findings
o Ensure prior recommendations have been addressed
o Prepare explanations for any repeat issues
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Final Tips

o Start preparing early to avoid last-minute issues.
¢ Keep open communication with the audit team.
¢ Regularly update documentation throughout the year.
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