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Audit Preparation Checklist
A reusable, area-by-area checklist for getting ready for the annual financial statement audit. Assign an owner, track status, and note where each document lives for [Company Name], fiscal year ending [MM/DD/YYYY].
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[bookmark: section-0]1. Audit Planning and Logistics
Confirm scope, timing, and the request list before fieldwork begins.
	Item
	Owner
	Status
	Doc Ref

	Confirm audit timeline, fieldwork dates, and reporting deadline
	[ Owner ]
	[ Not started ]
	[      ]

	Obtain the auditor PBC (Prepared By Client) request list
	[ Owner ]
	[ Not started ]
	[      ]

	Assign an owner to every PBC item and set internal due dates
	[ Owner ]
	[ Not started ]
	[      ]

	Confirm the prior-year management letter points are addressed
	[ Owner ]
	[ Not started ]
	[      ]

	Set up a secure shared folder for audit deliverables
	[ Owner ]
	[ Not started ]
	[      ]

	Schedule the planning meeting and walkthrough sessions
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Final adjusted trial balance for the fiscal year
	[ Owner ]
	[ Not started ]
	[      ]

	General ledger detail export for all accounts
	[ Owner ]
	[ Not started ]
	[      ]

	Journal entry listing with support for material entries
	[ Owner ]
	[ Not started ]
	[      ]

	Chart of accounts and any mapping changes during the year
	[ Owner ]
	[ Not started ]
	[      ]

	Prior-year vs. current-year variance analysis by account
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Year-end bank reconciliations for every account
	[ Owner ]
	[ Not started ]
	[      ]

	Bank statements covering year-end and the cutoff period
	[ Owner ]
	[ Not started ]
	[      ]

	Bank confirmation contact details for the auditor
	[ Owner ]
	[ Not started ]
	[      ]

	Schedule of restricted cash and compensating balances
	[ Owner ]
	[ Not started ]
	[      ]


[bookmark: section-3]4. Accounts Receivable and Revenue
	Item
	Owner
	Status
	Doc Ref

	Aged accounts receivable detail at year-end
	[ Owner ]
	[ Not started ]
	[      ]

	Allowance for doubtful accounts calculation and support
	[ Owner ]
	[ Not started ]
	[      ]

	Revenue recognition memo and key contract samples
	[ Owner ]
	[ Not started ]
	[      ]

	Sales cutoff testing support (last and first invoices)
	[ Owner ]
	[ Not started ]
	[      ]

	Deferred and unearned revenue rollforward
	[ Owner ]
	[ Not started ]
	[      ]


[bookmark: section-4]5. Accounts Payable and Expenses
	Item
	Owner
	Status
	Doc Ref

	Aged accounts payable detail at year-end
	[ Owner ]
	[ Not started ]
	[      ]

	Search for unrecorded liabilities support (post-year-end payments)
	[ Owner ]
	[ Not started ]
	[      ]

	Accrued liabilities schedule with support
	[ Owner ]
	[ Not started ]
	[      ]

	Expense cutoff support around year-end
	[ Owner ]
	[ Not started ]
	[      ]

	Significant contracts and commitments listing
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Year-end inventory listing valued at cost
	[ Owner ]
	[ Not started ]
	[      ]

	Physical count instructions and count sheets
	[ Owner ]
	[ Not started ]
	[      ]

	Inventory reserve and obsolescence calculation
	[ Owner ]
	[ Not started ]
	[      ]

	Cost flow assumption memo and standard cost support
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Fixed asset register with additions and disposals
	[ Owner ]
	[ Not started ]
	[      ]

	Depreciation schedule reconciled to the GL
	[ Owner ]
	[ Not started ]
	[      ]

	Support for major capital additions during the year
	[ Owner ]
	[ Not started ]
	[      ]

	Impairment assessment, if applicable
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Prepaid expense schedule with amortization support
	[ Owner ]
	[ Not started ]
	[      ]

	Other asset rollforwards with supporting documentation
	[ Owner ]
	[ Not started ]
	[      ]

	Intangible asset and goodwill support, if applicable
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Debt agreements, amortization schedules, and covenant calcs
	[ Owner ]
	[ Not started ]
	[      ]

	Lease agreements and the lease accounting schedule
	[ Owner ]
	[ Not started ]
	[      ]

	Interest expense and accrued interest support
	[ Owner ]
	[ Not started ]
	[      ]

	Schedule of contingencies, guarantees, and commitments
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Equity rollforward with contributions and distributions
	[ Owner ]
	[ Not started ]
	[      ]

	Cap table, stock and option agreements, and grant detail
	[ Owner ]
	[ Not started ]
	[      ]

	Stock-based compensation expense calculation
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Payroll register and year-end payroll reconciliation
	[ Owner ]
	[ Not started ]
	[      ]

	Accrued wages, PTO, bonus, and commission support
	[ Owner ]
	[ Not started ]
	[      ]

	Payroll tax filings and benefit plan documentation
	[ Owner ]
	[ Not started ]
	[      ]


[bookmark: section-11]12. Taxes
	Item
	Owner
	Status
	Doc Ref

	Income tax provision and supporting workpapers
	[ Owner ]
	[ Not started ]
	[      ]

	Filed tax returns and any notices received
	[ Owner ]
	[ Not started ]
	[      ]

	Sales, use, and payroll tax filings and reconciliations
	[ Owner ]
	[ Not started ]
	[      ]

	Deferred tax asset and liability support
	[ Owner ]
	[ Not started ]
	[      ]
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Tip: Walkthroughs go fastest when each key process already has a written, current procedure the auditor can follow.
	Item
	Owner
	Status
	Doc Ref

	Process narratives or SOPs for key cycles (revenue, purchasing, payroll, close)
	[ Owner ]
	[ Not started ]
	[      ]

	Segregation of duties matrix and access reviews
	[ Owner ]
	[ Not started ]
	[      ]

	Documented key controls and evidence they operated
	[ Owner ]
	[ Not started ]
	[      ]

	Reconciliation log with preparer and reviewer sign-off
	[ Owner ]
	[ Not started ]
	[      ]

	IT general controls and system change documentation
	[ Owner ]
	[ Not started ]
	[      ]
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	Item
	Owner
	Status
	Doc Ref

	Tie every PBC item to its supporting document and owner
	[ Owner ]
	[ Not started ]
	[      ]

	Internal review of all schedules before auditor handoff
	[ Owner ]
	[ Not started ]
	[      ]

	Confirm financial statements tie to the trial balance
	[ Owner ]
	[ Not started ]
	[      ]

	Prepare the draft disclosure checklist and footnotes
	[ Owner ]
	[ Not started ]
	[      ]

	Log open items and assign owners for fieldwork follow-up
	[ Owner ]
	[ Not started ]
	[      ]
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