Nonprofit Audit PBC Request List
	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 use: Draft for professional judgment. Tailor it to the engagement or the firm, and have legal counsel review it where needed. It is not legal advice and does not by itself show compliance with professional standards or with any law or regulation. Use it for a nonprofit financial statement audit. Add federal award items if a Single Audit applies.]
	Item
	Entry

	Organization
	[Name]

	Fiscal year
	[MM/DD/YYYY to MM/DD/YYYY]

	Client contact
	[Name, phone, email]

	Items due by
	[MM/DD/YYYY]



A. Governance
	No.
	Item requested
	Period or as-of date
	Client owner
	Date requested
	Date received
	Status

	1
	Articles, bylaws, IRS determination letter and the prior Form 990
	
	
	
	
	

	2
	Board and committee minutes for the year to date
	
	
	
	
	

	3
	Conflict of interest policy and annual disclosure forms
	
	
	
	
	

	4
	Budget approved by the board and the board financial reports
	
	
	
	
	

	5
	Organization chart, chart of accounts and accounting policies
	
	
	
	
	



B. Financial records
	No.
	Item requested
	Period or as-of date
	Client owner
	Date requested
	Date received
	Status

	6
	Trial balance, general ledger and draft financial statements
	
	
	
	
	

	7
	Bank and investment statements at year end, with reconciliations
	
	
	
	
	

	8
	Pledges and grants receivable schedule, with collectibility assessment
	
	
	
	
	

	9
	Schedule of net assets with and without donor restrictions, and releases from restriction
	
	
	
	
	

	10
	Functional expense allocation and the basis for it
	
	
	
	
	

	11
	Fixed asset register, loans and lease agreements
	
	
	
	
	



C. Revenue
	No.
	Item requested
	Period or as-of date
	Client owner
	Date requested
	Date received
	Status

	12
	Contributions listing by donor and restriction
	
	
	
	
	

	13
	Grant agreements and award letters, with conditions and use restrictions
	
	
	
	
	

	14
	Special event reports, with direct costs of benefits to donors
	
	
	
	
	

	15
	Noncash contribution records and valuation support
	
	
	
	
	

	16
	Program service revenue and fee schedules
	
	
	
	
	



D. Payroll and compliance
	No.
	Item requested
	Period or as-of date
	Client owner
	Date requested
	Date received
	Status

	17
	Payroll registers, Forms 941 and 990-related compensation details for officers
	
	
	
	
	

	18
	Retirement plan documents and reports
	
	
	
	
	

	19
	Volunteer records where the organization relies on volunteers for programs
	
	
	
	
	

	20
	Unrelated business income analysis
	
	
	
	
	

	21
	State charitable registration filings
	
	
	
	
	

	22
	Legal letters, claims and commitments not recorded
	
	
	
	
	

	23
	Signed management representation letter, on our form, at the report date
	
	
	
	
	



Sign-off
	Role
	Name
	Initials
	Date

	Prepared by
	[Name]
	
	[MM/DD/YYYY]

	Reviewed by
	[Name, Title]
	
	[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.
