Review Engagement 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 review engagement under SSARS (AR-C 90). Trim it for the client’s size and industry.]
	Item
	Entry

	Client
	[Client Name]

	Period reviewed
	[MM/DD/YYYY to MM/DD/YYYY]

	Client contact
	[Name, phone, email]

	Items due by
	[MM/DD/YYYY]

	How to send
	Client portal; do not send by plain email



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

	1
	Trial balance at period end and the prior period
	
	
	
	
	

	2
	Draft financial statements and notes prepared by management
	
	
	
	
	

	3
	Articles, bylaws or operating agreement and amendments
	
	
	
	
	

	4
	Minutes of owners’ and directors’ meetings for the period and to date
	
	
	
	
	

	5
	Organization chart and list of related parties
	
	
	
	
	

	6
	Prior year financial statements and prior year report
	
	
	
	
	



B. Cash, receivables and inventory
	No.
	Item requested
	Period or as-of date
	Client owner
	Date requested
	Date received
	Status

	7
	Bank statements and reconciliations at period end, each account
	
	
	
	
	

	8
	Accounts receivable aging at period end that agrees to the trial balance
	
	
	
	
	

	9
	Listing of write-offs and the allowance calculation
	
	
	
	
	

	10
	Inventory listing at period end, with the basis for cost
	
	
	
	
	

	11
	Prepaid expense schedule
	
	
	
	
	



C. Fixed assets, debt and equity
	No.
	Item requested
	Period or as-of date
	Client owner
	Date requested
	Date received
	Status

	12
	Fixed asset register with additions and disposals
	
	
	
	
	

	13
	Loan and lease agreements, statements at period end and covenant compliance calculations
	
	
	
	
	

	14
	Schedule of accrued liabilities and support
	
	
	
	
	

	15
	Equity roll-forward, distributions and contributions
	
	
	
	
	

	16
	Schedule of related party transactions and balances
	
	
	
	
	



D. Revenue, expenses and payroll
	No.
	Item requested
	Period or as-of date
	Client owner
	Date requested
	Date received
	Status

	17
	Revenue by month or by category for the period
	
	
	
	
	

	18
	Payroll registers and Forms 941 for the period
	
	
	
	
	

	19
	Significant contracts entered or changed during the period
	
	
	
	
	

	20
	Legal letters, claims or commitments not recorded
	
	
	
	
	

	21
	Subsequent events: minutes, loans, major sales or losses after period end
	
	
	
	
	



E. Taxes and representations
	No.
	Item requested
	Period or as-of date
	Client owner
	Date requested
	Date received
	Status

	22
	Federal and state income tax returns for the prior year
	
	
	
	
	

	23
	Sales and payroll tax returns filed in the period
	
	
	
	
	

	24
	Notices received from tax agencies
	
	
	
	
	

	25
	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.
