Audit 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. Use one memo per significant matter: an accounting judgment, an unusual transaction, a risk response, a difficult consultation. Keep it short enough that a reviewer can follow the reasoning without the file open next to it.]
1. Matter and purpose
	Item
	Entry

	Matter
	[One sentence: what question this memo answers]

	Financial statement area and assertions affected
	[Account / class of transactions / disclosure] · [Existence / completeness / valuation / occurrence / cutoff / classification / presentation]

	Risk assessment link
	[Risk ID from the risk matrix] · significant risk: [Yes / No]

	Why it matters
	[Size against materiality of $[Amount], complexity, judgment, or first-year or unusual factors]



2. Facts and sources
[State the facts the conclusion depends on, with the source of each. Separate what management told us from what we inspected, recalculated or confirmed independently.]
	Fact
	Source
	Inspected or inquired
	W/P ref

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



3. Guidance considered
[Name the accounting guidance (for example, the ASC topic and subtopic) and the auditing guidance (the AU-C section) that bear on the matter, and say how each applies to these facts. Quote nothing you cannot cite.]
	Source
	Section or paragraph
	How it applies

	
	
	

	
	
	

	
	
	



4. Procedures performed and evidence
	No.
	Procedure
	Evidence obtained (type and reliability)
	Result
	W/P ref

	1
	[Inquiry / inspection / observation / recalculation / confirmation / analytical]
	[Document, system report, third-party source]
	[No exception / exception]
	[Ref]

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	



For each system-generated report relied on, record how completeness and accuracy were addressed: [source of report, parameters, test performed].
5. Analysis
1. Management’s position and the basis for it: [text]
1. Alternatives we considered and why each was accepted or rejected: [text]
1. Contradictory or unexpected evidence, and how it was resolved: [text]
1. Indicators of management bias in the judgments: [none noted / text]
1. Effect on the audit plan: [no change / procedures added, with reference]
6. Misstatements and deficiencies
	Item
	Amount (USD)
	Carried to
	Ref

	Misstatement identified: [description]
	[Amount]
	Summary of uncorrected misstatements / corrected by management
	[Ref]

	Control deficiency identified: [description]
	Not applicable
	Deficiency evaluation log
	[Ref]



7. Consultation
[Consultation undertaken: with whom (inside or outside the firm), date, the question put, the conclusion reached and who confirmed that the conclusion was implemented. Write “None required” if the firm’s policies and the matter did not call for it.]
8. Conclusion
[State the conclusion in terms of the assertion and the evidence: “Based on the procedures above, sufficient appropriate audit evidence supports the [assertion] for [area]” or say what remains open and who will close it.]
Audit documentation should show who performed the work and when it was completed, and who reviewed it, when, and the extent of the review (AU-C 230). The block below captures all three.
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.
