Client Readiness Checklist: Audit, Review or Compilation
Client: [Client Name]    Period end: [MM/DD/YYYY]    Engagement: [Audit / Review / Compilation]    Target start date: [MM/DD/YYYY]
Mark each item Y when ready. A = audit, R = review, C = compilation, or all three if blank. A compilation provides no assurance, but the financial statements and the underlying records are still management’s responsibility. The firm needs the same core records for all three; audits also need third-party confirmations and more supporting documents. Your firm will tell you which items to skip.
1. Books and closing
	Item to prepare
	Applies to (A / R / C)
	Client owner
	Due date (MM/DD/YYYY)
	Done (Y / N) / comments

	1.1. The general ledger is closed for the period with no further entries expected, except those the firm proposes
	All
	
	
	

	1.2. Trial balance is exported from the accounting system and agrees to the general ledger; prior-year ending balances agree to last year’s issued statements
	All
	
	
	

	1.3. Bank and credit card accounts are reconciled through period end, with reconciliations signed and dated; outstanding items are listed
	All
	
	
	

	1.4. Accounts receivable and accounts payable subledgers agree to the general ledger; aging reports are run as of period end
	All
	
	
	

	1.5. Payroll liabilities, payroll tax filings and benefit deductions are reconciled to the general ledger
	All
	
	
	

	1.6. Loans, lines of credit and credit cards are reconciled to lender statements; interest is accrued
	All
	
	
	

	1.7. Intercompany, owner and related-party balances are reconciled and explained
	All
	
	
	

	1.8. Unusual or one-time entries, manual journal entries and restatements are listed with a short explanation
	A, R
	
	
	



2. Supporting schedules
	Item to prepare
	Applies to (A / R / C)
	Client owner
	Due date (MM/DD/YYYY)
	Done (Y / N) / comments

	2.1. Fixed asset listing with cost, additions, disposals and depreciation; invoices for additions above the firm’s threshold
	All
	
	
	

	2.2. Debt schedule: lender, balance, rate, maturity, collateral, covenants and compliance calculations
	All
	
	
	

	2.3. Prepaid expenses, accrued expenses and deferred revenue schedules with calculation support
	All
	
	
	

	2.4. Inventory listing at period end, with count sheets, costing method and any reserve for obsolete items
	A, R
	
	
	

	2.5. Revenue by customer, product or contract, and a list of contracts with unusual terms (rebates, bill and hold, extended payment terms, side agreements)
	A, R
	
	
	

	2.6. Equity rollforward: contributions, distributions, stock or unit issuances, option grants
	All
	
	
	

	2.7. Schedule of leases (as lessee and lessor) with terms, payments and options
	All
	
	
	

	2.8. Estimates used in the books (allowance for credit losses, reserves, warranty, impairment) with how each was determined
	A, R
	
	
	



3. Documents the firm will ask to see
	Item to prepare
	Applies to (A / R / C)
	Client owner
	Due date (MM/DD/YYYY)
	Done (Y / N) / comments

	3.1. Bank and loan statements for the last month of the period, and the December statement for each account including those closed during the year
	A, R
	
	
	

	3.2. Loan agreements, amendments, covenant waivers and lender correspondence
	All
	
	
	

	3.3. Lease agreements, including amendments and renewal notices
	All
	
	
	

	3.4. Insurance policy summary: carrier, coverage, limits, expiry; claims in the period
	A, R
	
	
	

	3.5. Minutes of board, shareholder, member and committee meetings for the year and up to the report date
	A, R
	
	
	

	3.6. Federal and state income tax returns for the prior year and any notices from tax authorities
	All
	
	
	

	3.7. Sales tax, payroll tax and other tax filings and any notices or audits in progress
	A, R
	
	
	

	3.8. Material contracts: customers, suppliers, joint ventures, employment, franchise and license agreements
	A, R
	
	
	

	3.9. Organization chart, ownership percentages, and list of related parties and related-party transactions
	All
	
	
	



4. People, access and timing
	Item to prepare
	Applies to (A / R / C)
	Client owner
	Due date (MM/DD/YYYY)
	Done (Y / N) / comments

	4.1. Name a single point of contact for the engagement and a backup
	All
	
	
	

	4.2. Access to the accounting system, a read-only user for the firm if agreed, and a list of key reports available
	A, R
	
	
	

	4.3. Secure portal or file-sharing location agreed; no sensitive records sent by unencrypted email
	All
	
	
	

	4.4. Staff availability during fieldwork is scheduled, including the owner, controller and payroll lead
	A, R
	
	
	

	4.5. Estimated dates for the lender, investor, grantor or regulator who needs the statements
	All
	
	
	

	4.6. A signed engagement letter is returned before work starts
	All
	
	
	



5. Audit-only and review items
	Item to prepare
	Applies to (A / R / C)
	Client owner
	Due date (MM/DD/YYYY)
	Done (Y / N) / comments

	5.1. List of attorneys the entity used in the period and any pending, threatened or settled claims
	A
	
	
	

	5.2. Authorization for the firm to confirm balances with banks, lenders, customers and vendors
	A
	
	
	

	5.3. Contact details for customers and vendors for confirmations, and a schedule of the largest accounts
	A
	
	
	

	5.4. Inventory count dates, locations and instructions so the firm can observe the count
	A
	
	
	

	5.5. Management’s evaluation of going concern for the next twelve months, if any conditions exist
	A, R
	
	
	

	5.6. Names of anyone who has knowledge of fraud or suspected fraud, and any communications from regulators or employees alleging it
	A, R
	
	
	

	5.7. Completed related-party and fraud questionnaires, and the representation letter when the firm sends it
	A, R
	
	
	



6. Compilation specifics
	Item to prepare
	Applies to (A / R / C)
	Client owner
	Due date (MM/DD/YYYY)
	Done (Y / N) / comments

	6.1. Management has read the draft statements and agrees to the basis of accounting (US GAAP, tax basis, cash basis or other framework)
	C
	
	
	

	6.2. Management has chosen whether to include disclosures or to omit them where the framework and standards permit
	C
	
	
	

	6.3. Management understands the compilation report provides no assurance and may be restricted in its use
	C
	
	
	

	6.4. An individual in management is named who has the skill and experience to oversee any nonattest services the firm provides, such as bookkeeping or payroll
	C
	
	
	



Sign-off
Items still outstanding: ______________________________________________
Client confirms the records above are complete and accurate to the best of their knowledge.
	Role
	Name
	Date (MM/DD/YYYY)

	Client contact responsible for the checklist
	
	

	Firm engagement contact
	
	



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.
