PBC Checklist by Industry
Client: [Client Name]    Period end: [MM/DD/YYYY]    Prepared by: [Firm Name]    Date sent: [MM/DD/YYYY]
Use the core section for every client and add the sections for the client’s industry. Your engagement team will mark items that do not apply. Provide records in electronic form where possible. Mark each item received and record any exception. This list is a supplement to the firm’s standard PBC (prepared by client) request list for the engagement and does not replace it.
1. Core items for every industry
	PBC item
	Client owner
	Date requested
	Date received
	Status / comments

	1.1. Final trial balance with prior-year comparative and general ledger detail in Excel
	
	
	
	

	1.2. Bank statements and reconciliations for all accounts for every month of the year, including closed accounts
	
	
	
	

	1.3. Accounts receivable and payable agings agreed to the general ledger
	
	
	
	

	1.4. Fixed asset rollforward with additions and disposals listing
	
	
	
	

	1.5. Debt agreements, amortization schedules and covenant compliance calculations
	
	
	
	

	1.6. Payroll registers, quarterly payroll tax returns and benefit plan documents
	
	
	
	

	1.7. Minutes of governing body meetings and organizational documents
	
	
	
	

	1.8. Federal and state tax returns and notices; sales tax filings
	
	
	
	

	1.9. Legal and professional contact list with a summary of pending claims
	
	
	
	



2. Construction
	PBC item
	Client owner
	Date requested
	Date received
	Status / comments

	2.1. Job list with contract value, change orders, billings, costs to date, estimated cost to complete and percent complete as of period end
	
	
	
	

	2.2. Work in process schedule with over and under billings by job, as submitted to the surety
	
	
	
	

	2.3. Backlog report and the contracts for the largest jobs, including change orders and claims
	
	
	
	

	2.4. Retainage receivable and payable by job and customer or subcontractor
	
	
	
	

	2.5. Subcontractor list with amounts committed, billed and paid, and lien waiver log
	
	
	
	

	2.6. Bonding capacity letter, surety agreement and indemnity agreements
	
	
	
	

	2.7. Equipment list, rental agreements and insurance (builder’s risk, general liability, workers’ compensation)
	
	
	
	

	2.8. Certified payroll reports for public work and prevailing wage compliance records
	
	
	
	



3. Nonprofit and church
	PBC item
	Client owner
	Date requested
	Date received
	Status / comments

	3.1. Board-approved budget, board and finance committee minutes
	
	
	
	

	3.2. Grant and contribution agreements with conditions and restrictions highlighted; pledge listing with dates and amounts
	
	
	
	

	3.3. Net assets with donor restrictions rollforward by purpose and release support
	
	
	
	

	3.4. Functional expense allocation methodology and supporting data (time sheets, square footage)
	
	
	
	

	3.5. Schedule of federal and state awards, award letters and reimbursement requests
	
	
	
	

	3.6. Gift receipts or donor acknowledgment sample, and donation counting records
	
	
	
	

	3.7. Investment statements and endowment or spending policy
	
	
	
	

	3.8. Form 990 and state charitable registration filings, if applicable
	
	
	
	



4. Software and subscription
	PBC item
	Client owner
	Date requested
	Date received
	Status / comments

	4.1. Customer contract listing with start and end dates, billing terms and annual contract value
	
	
	
	

	4.2. Revenue recognition schedule and deferred revenue rollforward
	
	
	
	

	4.3. Contracts with side letters, custom terms, termination rights or credits for the largest customers
	
	
	
	

	4.4. Capitalized commissions and capitalized software cost schedules with supporting payroll or time records
	
	
	
	

	4.5. Cap table, equity and convertible instruments documents, and stock option grant listing with valuation reports
	
	
	
	

	4.6. Hosting and third-party platform agreements, and service organization reports for key vendors
	
	
	
	

	4.7. Sales tax nexus analysis and state filings
	
	
	
	



5. Real estate
	PBC item
	Client owner
	Date requested
	Date received
	Status / comments

	5.1. Rent roll as of period end and tenant ledger aged receivables
	
	
	
	

	5.2. Lease files for the largest tenants and recently signed or modified leases
	
	
	
	

	5.3. Property list with acquisition cost, appraisal or purchase price allocation and capital improvement schedule
	
	
	
	

	5.4. CAM and expense recovery reconciliations
	
	
	
	

	5.5. Loan agreements with covenant calculations and lender compliance certificates
	
	
	
	

	5.6. Property tax bills, insurance policies and any environmental reports
	
	
	
	

	5.7. Operating agreements, capital account rollforward and distributions detail
	
	
	
	



6. Manufacturing and distribution
	PBC item
	Client owner
	Date requested
	Date received
	Status / comments

	6.1. Perpetual inventory listing with quantity, unit cost and extended cost by location, agreed to the general ledger
	
	
	
	

	6.2. Physical count instructions, count sheets and book-to-physical adjustments
	
	
	
	

	6.3. Standard cost rollup, overhead rate calculation and variance analysis
	
	
	
	

	6.4. Inventory aging, excess and obsolete reserve analysis and subsequent sales prices for finished goods
	
	
	
	

	6.5. Inventory held by third parties, consignment agreements and goods in transit listing
	
	
	
	

	6.6. Purchase commitments and supplier contracts, including volume rebates
	
	
	
	

	6.7. Sales cutoff documents: last shipments of the year and first shipments of the next year
	
	
	
	



7. Medical and dental practice
	PBC item
	Client owner
	Date requested
	Date received
	Status / comments

	7.1. Accounts receivable aging by payor and collection history by payor class for the last 12 months
	
	
	
	

	7.2. Charge, payment and adjustment reports from the practice management system agreed to the general ledger
	
	
	
	

	7.3. Contractual allowance and bad debt estimate analysis
	
	
	
	

	7.4. Payor contracts, audits, recoupment demands and overpayment refund records
	
	
	
	

	7.5. Provider compensation agreements and productivity calculations
	
	
	
	

	7.6. Professional liability policy (claims-made or occurrence, tail coverage) and claims history
	
	
	
	

	7.7. Compliance program records and HIPAA risk analysis
	
	
	
	



8. Restaurants and retail
	PBC item
	Client owner
	Date requested
	Date received
	Status / comments

	8.1. Daily sales summary reports from the POS system for the year, by location
	
	
	
	

	8.2. Credit card processor statements and delivery platform statements
	
	
	
	

	8.3. Gift card liability rollforward and loyalty program data
	
	
	
	

	8.4. Year-end inventory count sheets with pricing
	
	
	
	

	8.5. Lease agreements with percentage rent computations and CAM
	
	
	
	

	8.6. Sales tax returns and payroll tip reports by location
	
	
	
	

	8.7. Franchise agreement, royalty and advertising fund reports, if applicable
	
	
	
	



Status summary
	Measure
	Count

	Items requested
	

	Items received
	

	Items outstanding
	

	Items not applicable
	



Reviewed by firm engagement contact: [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.
