Audit Planning 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]



Purpose: document the overall audit strategy and key planning decisions (AU-C 300), the risk assessment (AU-C 315, as amended by SAS 145) and materiality (AU-C 320). Link to the detailed audit plan and risk assessment worksheet.
1. Engagement overview
	Item
	Detail

	Entity, legal form and ownership
	

	Financial statements and periods covered
	

	Financial reporting framework
	[US GAAP / special purpose framework]

	Reports to be issued (opinion, AU-C 265, AU-C 260, single audit, other)
	

	Users of the financial statements (lenders, investors, regulators, grantors)
	

	Engagement letter signed (date)
	

	Acceptance / continuance completed (date, W/P ref)
	

	Independence confirmed for all team members; nonattest services evaluated (management has designated an individual with suitable skill, knowledge or experience)
	

	Engagement quality review required? (SQMS No. 2 / firm policy)
	[Yes / No — reviewer name]



2. Understanding the entity and its environment
	Area
	Summary of understanding
	Effect on risk

	Industry, regulatory and other external factors
	
	

	Nature of the entity: operations, ownership, governance, financing, investments
	
	

	Accounting policies and changes (new ASUs adopted this year)
	
	

	Objectives, strategies and related business risks
	
	

	Measures used to assess performance (internal and external)
	
	

	Related parties and significant unusual transactions
	
	

	IT environment and use of service organizations (SOC 1 reports available?)
	
	



3. Components of internal control
	Component
	Understanding obtained (inquiry, observation, inspection)
	Deficiencies noted

	Control environment
	
	

	Entity’s risk assessment process
	
	

	Entity’s process to monitor the system of internal control
	
	

	Information system and communication (including journal entries and the close process)
	
	

	Control activities (controls over significant risks, journal entries, and controls you plan to test)
	
	

	General IT controls relevant to the above
	
	



4. Materiality (AU-C 320)
	Item
	Amount (USD)
	Basis and rationale

	Benchmark and amount
	$
	[e.g. pre-tax income, revenue, total assets, total expenses]

	Overall materiality
	$
	[% of benchmark and why]

	Performance materiality
	$
	[% of overall and why]

	Clearly trivial threshold (AU-C 450)
	$
	

	Specific materiality for particular items (if any)
	$
	



5. Risk assessment summary (SAS 145)
Detail is in the risk assessment worksheet. Inherent risk is assessed on a spectrum using the inherent risk factors (complexity, subjectivity, change, uncertainty, and susceptibility to misstatement due to management bias or other fraud risk factors). If we do not plan to test the operating effectiveness of controls, the risk of material misstatement is assessed as equal to inherent risk.
	Significant risk / area
	Assertions
	Fraud risk? (Y/N)
	Planned response
	W/P ref

	Management override of controls (always present, cannot be rebutted)
	All
	Y
	Journal entry testing, review of estimates for bias, significant unusual transactions
	

	Revenue recognition (presumed fraud risk; document if rebutted)
	[Occurrence / cut-off]
	Y
	
	

	
	
	
	
	

	
	
	
	
	



Stand-back: material classes of transactions, account balances and disclosures not identified as significant, and why (see worksheet): ______
Fraud brainstorming / engagement team discussion held on [MM/DD/YYYY], attendees: ______. Key points: ______
Going concern: preliminary conditions or events identified? [Yes / No] — ______
6. Planned audit approach
	Item
	Plan

	Reliance on controls (areas, if any)
	

	Substantive analytics vs tests of details by area
	

	Use of data analytics or audit software
	

	Confirmations planned (cash, debt, receivables, legal letters)
	

	Inventory observation (date, locations)
	

	Specialists (valuation, IT, tax) or work of internal auditors
	

	Group audit / component auditors (AU-C 600)
	

	Accounting estimates requiring special attention
	

	Laws and regulations with direct effect
	



7. Team, timing and communication
	Role
	Name
	Budget hours

	Engagement partner
	
	

	Engagement quality reviewer
	
	

	Manager
	
	

	Senior
	
	

	Staff
	
	



	Milestone
	Date

	Planning meeting with management
	[MM/DD/YYYY]

	PBC list sent
	[MM/DD/YYYY]

	Interim fieldwork
	[MM/DD/YYYY]

	Year-end fieldwork
	[MM/DD/YYYY]

	Communication of planned scope to those charged with governance
	[MM/DD/YYYY]

	Report release target
	[MM/DD/YYYY]



Approval
Prepared by: [Name] [MM/DD/YYYY]    Reviewed by (manager): [Name] [MM/DD/YYYY]    Approved by (engagement partner): [Name] [MM/DD/YYYY]
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.
