	Procedure

File Index

Cross referencing to adjusted trial balance or lead sheets

“PBC” schedules so indicated

Engagement letter

Representation letter

Client to sign balance sheet

Accountants report dated

Accountants report with signature / CMAs name

Accountants report with jurisdiction i.e. Toronto, ON 

Where prescribed by state – reference OReg238/05

File to include statement –“not false or misleading”

File to include statement financials are “plausible”

Working papers dated and initialed by preparer and reviewer

Draft financials discussed with client

Planning memo

Materiality calculated

Analysis of key asset / liability accounts

Bank reconciled and traced to general ledger

Analysis of revenue and sales taxes – reasonableness test

Reconcile a copy of T4s to payroll

Analysis of payroll by payee

Analysis of shareholder and related party receivable and payables

Lead sheets?

Final check list sign off

Outstanding items list for next year

Perform “self-review” prior to issuance of final statement

Ratio analysis

Knowledge of business memo


	Compilation

Yes

Yes

Yes

Yes

Consider

Yes –stat.

Yes 

Yes

Yes

Consider

Yes

Yes

Yes

Ncn

Ncn

Consider

Yes

Consider

Consider

Ncn

Yes

Ncn

Yes

Consider

Ncn

Yes

Desirable

Ncn –cica

IFAC - yes
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