How to Prepare for an Audit

Checklist

The following documents can be prepared in advance for your auditors:

___
Copy of all grants with summaries.  



Summaries should state the following:


___
Grant Number (CFDA #’s if Federal Program)


___
Beginning and Ending Dates of the Grant


___
Total Grant Amount


___
Total Received


___
Total Expended


___
Amount of Federal Funds it Contains

___
Board of Directors and Officers Listing, Including Addresses

___
Attorney Name and Address (if Used)

___
Minutes for the Year

___
Bank Statements for the Year

___
Year-End Bank Reconciliation 

___
General Ledger Report

___
A/R and A/P Detail at Year-End

___
Copy of Pension Plan and Amount Expensed in Audit Year (if Applicable)

___
Trial Balance Report

___
Copies of Insurance Policies

___
Copies of Lease Agreements (Capital and Operating)

___
Schedule of Fixed Asset Purchases/Disposals for the Year

___
Payroll Tax Returns (941’s and State of MI 940)

Give your auditor the check number range for the year, and ask to be given a list of random checks to pull, along with back up, prior to the day of audit.  Also include the most updated financial statements that you have.  These financials should include your accruals for A/P, payroll, A/R, pre-paids, etc. This will save time and reduce stress if you can have everything pulled in advance.

Always call your auditors at least a month in advance to schedule the audit, and to discuss what you can do prior to their visit that would save time for both you and your auditors. 

