Audit Completion and Partner Review Memo
	Client: [Client Name]
	Period end: [MM/DD/YYYY]

	Prepared by: [Initials] Date: [MM/DD/YYYY]
	Reviewed by: [Initials] Date: [MM/DD/YYYY]

	W/P reference: [Ref]
	Engagement: [Audit / Review / Compilation]



[Drafting note, delete before filing: Draft for professional judgment. Tailor it to the engagement and to your firm’s methodology, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards. The partner review items track the engagement partner requirements in AU-C 220 as amended by SAS 146, which applies to audits of periods beginning on or after December 15, 2025. For earlier periods, adapt the references to your firm’s methodology.]
1. Engagement
	Item
	Entry

	Client and period
	[Client Name] · year ended [MM/DD/YYYY]

	Report type and framework
	[Unmodified / modified opinion] · [U.S. GAAP / other framework]

	Engagement partner · manager · EQ reviewer
	[Name] · [Name] · [Name or “not required”]

	Planned report date · report release date
	[MM/DD/YYYY] · [MM/DD/YYYY]



2. Completion items
	Item
	Standard
	Result
	Done by / date
	W/P ref

	Materiality and performance materiality reassessed against final results; revisions documented
	AU-C 320
	[Unchanged / revised to $[Amount]]
	
	[Ref]

	All misstatements above the clearly trivial threshold accumulated; management asked to correct them; uncorrected misstatements evaluated individually and in aggregate, including qualitative factors
	AU-C 450
	Uncorrected total $[Amount] vs materiality $[Amount]
	
	[Ref]

	Overall analytical procedures near the end of the audit support the conclusions and show no unexpected relationships left unexplained
	AU-C 520
	
	
	[Ref]

	Going concern: evaluated whether conditions or events raise substantial doubt about the entity’s ability to continue; management’s plans considered; disclosure assessed
	AU-C 570
	[No substantial doubt / substantial doubt and disclosure adequate / other]
	
	[Ref]

	Subsequent events procedures performed through the report date
	AU-C 560
	
	
	[Ref]

	Written representations obtained and dated as of the report date; legal letters received and evaluated
	AU-C 580, 501
	
	
	[Ref]

	Related parties: identified, accounted for and disclosed; arm’s-length statements, if any, supported
	AU-C 550, ASC 850
	
	
	[Ref]

	Fraud: responses to assessed risks completed; results of journal entry and estimate testing evaluated; any fraud or suspected fraud communicated
	AU-C 240
	
	
	[Ref]

	Accounting estimates: indicators of management bias evaluated
	AU-C 540
	
	
	[Ref]

	Control deficiencies evaluated; significant deficiencies and material weaknesses communicated in writing
	AU-C 265
	[Number found]
	
	[Ref]

	Required communications with those charged with governance, including independence matters and significant findings
	AU-C 260
	[Date communicated]
	
	[Ref]

	Financial statements, notes and disclosure checklist completed; tie-out of the draft to the trial balance and the audit file
	AU-C 700
	
	
	[Ref]

	Review notes cleared with each point cross-referenced to its resolution
	AU-C 220
	[Open points: none / list]
	
	[Ref]



3. Engagement partner review (AU-C 220 as amended by SAS 146)
	Requirement
	What the partner did
	Date
	Initials

	Reviewed audit documentation at appropriate points, including significant matters and significant judgments (including difficult or contentious matters) and the conclusions reached (par. 31)
	[Documents and matters reviewed; refer to the list in section 4]
	[MM/DD/YYYY]
	

	On or before the date of the auditor’s report, determined through review of documentation and discussion with the team that sufficient appropriate audit evidence supports the conclusions and the report to be issued (par. 32)
	[Basis for the determination]
	[MM/DD/YYYY]
	

	Before dating the report, reviewed the financial statements and the auditor’s report, including key audit matters if applicable, and related documentation (par. 33)
	[Version reviewed]
	[MM/DD/YYYY]
	

	Reviewed formal written communications to management, those charged with governance or regulators before they were issued (par. 34)
	[Letters and dates]
	[MM/DD/YYYY]
	

	Determined that consultation on difficult or contentious matters took place and that the conclusions were implemented (par. 35)
	[Matters and conclusions]
	[MM/DD/YYYY]
	

	For an audit subject to EQ review: determined that a reviewer was appointed, cooperated with the reviewer, discussed significant matters and judgments, and did not release the report until the review was complete (par. 36)
	[EQ reviewer, date review completed]
	[MM/DD/YYYY]
	

	Documented significant issues on ethical requirements including independence, acceptance and continuance, consultation, and completion of the EQ review (par. 41)
	[Ref]
	[MM/DD/YYYY]
	



4. Significant matters and judgments for the partner
	Matter or judgment
	Conclusion reached
	Consulted?
	W/P ref

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



5. Documentation completion
Audit documentation must be assembled into the final audit file no later than 60 days following the report release date, and no new audit procedures are performed in that period to support the opinion. If documentation is added or changed after the file is assembled, record the specific reasons, when and by whom, and who reviewed the change (AU-C 230).
	Item
	Entry

	Report release date
	[MM/DD/YYYY]

	Documentation completion date (no later than 60 days after release)
	[MM/DD/YYYY]

	Retention period under firm policy and state rules
	[Years]



6. Conclusion
[Engagement partner: “I have reviewed the documentation described above and discussed the engagement with the team. Sufficient appropriate audit evidence has been obtained to support the conclusions reached and the auditor’s report to be issued. The report is appropriate in the circumstances.” Add exceptions if any.]
Preparer and reviewer sign-off
	Role
	Name
	Signature or initials
	Date
	Extent of review

	Prepared by
	[Name]
	[Initials]
	[MM/DD/YYYY]
	Not applicable

	Reviewed by (senior / manager)
	[Name]
	[Initials]
	[MM/DD/YYYY]
	[Full / selected items]

	Reviewed by (engagement partner)
	[Name], CPA
	[Initials]
	[MM/DD/YYYY]
	[Full / significant matters and judgments]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
