Dear (Client;)

What do the recent financial scandals mean for our auditor-auditee relationship?  More work all around, but – we hope – not too great an increase in cost.  It all boils down to four basic rules

1. We can’t do any “bookkeeping” entries any more (e.g. depreciation, accrued vacation, or cost allocations) since that will impair independence, 

2. We have to get certain information before we start fieldwork in order to ferret out loopholes where fraud can nest, and

3. We have to contact fundraising and program staff, and either the Treasurer, the Board president, or the chair of the audit committee during planning and fieldwork.

4. And, you have to be fully ready for us on the first day of field work.

You have just received two preparation checklists (one for audit, one for tax) with accompanying schedules to guide you in the preparation process. Each checklist is a workbook containing a list of what we will need to see and in what form, followed by sample worksheets.  If you have 

· completed and signed the checklist

· prepared the accompanying schedules 

· pulled and/or copied the necessary documents, and

· reviewed the total of the detailed schedules to be sure they agree to the general ledger, 

                                                                     you are probably ready for the audit.  

If, however, you have not done all these things completely before the first day of fieldwork, you are NOT ready for the audit.  If you are not prepared for fieldwork we would rather reschedule than come to your location and have to wait while you tie off the loose ends.  Remember, not all the items on the list come from the accounting office.  Board minutes, award letters, donor giving history, and program information are probably kept by other staff or even Board members.  

If you should have any questions regarding anything on the checklists please contact us for clarification.  

One last thing -we would like to have a “point person” for the audit.  In other words:

1. Who should our office contact with questions?

2. Who will sign off insuring that the preparation has been completed and the materials are available for us on the first day of the audit?

Please return the signed “Audit Preparation Confirmation” with the required schedules on the audit preparation checklist at least THREE WEEKS before your scheduled fieldwork.

We thank you in advance for your cooperation and hope that this process can go smoothly.

Crosby & Kaneda

Certified Public Accountants

