Engagement Kickoff Checklist
Firm: [CPA Firm Name]    Client: [Client Name]    Engagement: [Audit / Review / Compilation / Tax]    Period: [MM/DD/YYYY]    Partner: [Name]    Manager: [Name]
Use at the start of each engagement, new or recurring. Items cite the standards that apply to an audit; for review, compilation and tax engagements use those that apply and mark the rest N/A. Where firm policy is stricter than the standard, firm policy governs. Quality management responsibilities follow SQMS No. 1 and, for audits, AU-C 220 as amended by SAS 146 (effective for audits of periods beginning on or after December 15, 2025). SQMS No. 1 took effect December 15, 2025.
1. Acceptance and continuance
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	1.1. Client acceptance or continuance form is completed, approved by the engagement partner and filed before work starts, including the client’s integrity, competence of the firm and ability to meet deadlines (SQMS No. 1; AU-C 210)
	
	
	
	

	1.2. For new clients, communication with the predecessor accountant was requested with the client’s permission, and the response was evaluated under the firm’s acceptance policy
	
	
	
	

	1.3. Conflict of interest and independence checks are run against the firm’s client and relationship database (AICPA Code, ET 1.200 series)
	
	
	
	

	1.4. Risk rating of the engagement is recorded, and engagements above the firm’s threshold are discussed with the risk partner
	
	
	
	

	1.5. Engagement quality review is assigned where required by SQMS No. 2 or firm policy, and the reviewer is independent of the engagement team
	
	
	
	



2. Independence and ethics
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	2.1. Independence confirmations are signed by all team members, including contractors and any individual from another office or network firm
	
	
	
	

	2.2. Nonattest services provided to the client (bookkeeping, payroll, tax, advisory) are listed, safeguards are documented and management has designated an individual with suitable skill, knowledge or experience to oversee them (ET 1.295)
	
	
	
	

	2.3. Prohibited services under independence rules (for example, management functions, taking custody of client assets) are ruled out
	
	
	
	

	2.4. Financial interests, family relationships, loans and fee-related threats (overdue fees, contingent fees) for the engagement are checked (AICPA Code independence rules)
	
	
	
	

	2.5. The confidentiality terms for contractors or third-party providers who will see client data are signed (ET 1.700.040)
	
	
	
	



3. Engagement terms and scope
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	3.1. The engagement letter is drafted from the firm template, includes the services, framework, responsibilities of each party, fees, deadlines and any limitation of liability permitted by firm and state rules, and is signed by both parties (AU-C 210, SSARS)
	
	
	
	

	3.2. Reports that will be issued are listed with deadlines (opinion, review report, compilation report, communications with those charged with governance, internal control letter, single audit)
	
	
	
	

	3.3. Any special requirements are noted: lender covenants, grantor reporting, group audit, regulators, specified users, special purpose framework
	
	
	
	

	3.4. The fee estimate and billing schedule are approved and linked to the budget hours
	
	
	
	



4. Team, budget and calendar
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	4.1. The engagement team has the competence, capacity and time; specialists (IT, valuation, tax, industry) needed are identified (SQMS No. 1)
	
	
	
	

	4.2. Budget by phase and by team member is approved and loaded in the time system
	
	
	
	

	4.3. Calendar: planning meeting, interim work, year-end fieldwork, review, partner sign-off and release dates are scheduled and communicated to the client
	
	
	
	

	4.4. Review points and review turnaround times are set so that the review does not fall in the last week
	
	
	
	

	4.5. Roles are set for the client contact, team lead, reviewer, and the person who owns the PBC list
	
	
	
	



5. Client communication and planning start
	Requirement
	Yes / No / N/A
	W/P ref
	Prepared / reviewed (initials, date)
	Comments

	5.1. Planning meeting with management is held and documented; changes in business, accounting, systems, personnel and financing since the prior year are discussed
	
	
	
	

	5.2. PBC list tailored to the client and industry is sent with due dates and a secure upload method (see the PBC checklist by industry)
	
	
	
	

	5.3. Prior-year file is reviewed: open points, adjustments, control deficiencies, management letter comments and carry-forward items
	
	
	
	

	5.4. Initial risk assessment, preliminary materiality and fraud inquiries are scheduled (AU-C 315, AU-C 320, AU-C 240)
	
	
	
	

	5.5. Client is told how electronic data and portal access will be handled and who at the client is authorized to receive firm communications
	
	
	
	

	5.6. Workpaper file is created from the firm’s standard template with the index and engagement roles assigned
	
	
	
	



Conclusion and sign-off
The engagement was accepted or continued on [MM/DD/YYYY] and the team is ready to begin planning.
Exceptions and follow-up items: ______________________________________________
	Role
	Name / initials
	Date (MM/DD/YYYY)

	Prepared by (manager)
	
	

	Reviewed by (manager)
	
	

	Engagement partner or firm owner
	
	



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.
